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Twelve Principles of Memory 
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New Student- 
Oriented Features 
Enriching the Third 
Edition 
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Preface 


The third edition of Essential Study Skills—a text appropriate for all postsec- 
ondary students interested in learning effective study strategies and especially 
helpful for returning adults and at-risk students—presents innovative new 
features and a regrouping of chapters. This new organization lays the founda- 
tion for and allows the development of metacognition, the process of using 
knowledge about one’s own memory system and learning strategies to tackle 
intellectual tasks. The metacognitive approach used throughout the third edi- 
tion enables students to assume responsibility for their own learning and to 
realize that academic success is a product of skills and behaviors they can 
acquire, customize, and effectively implement. In addition to the step-by-step 
approach, encouraging tone, clear rationales, and versatile exercises of previ- 
ous editions, the new features and the revisions of the third edition provide a 
greater array of practical strategies and exercises. This worktext approach will 
bring students not only higher grades and a more thorough learning of infor- 
mation, but, ultimately, it will bring increased confidence, self-esteem, and 
empowerment. 


@ A “Quick Start” section at the beginning of the third edition presents essen- 
tial study skills that students can implement during the first week of classes. 
The Quick Start Checklist helps familiarize students with registration, 
campus resources, computer access, textbook organization, syllabi, and 
other study skills strategies for successfully starting the semester. 


@ Computer Applications in each chapter provide students with suggestions 
for integrating their computer abilities with essential study skills, strategies, 
and activities. 


® Web Site Activities for each chapter are located on the Houghton Mifflin 
web. site —http://www.hmco.com/college/success (choose “Students” and 
“Wong” ). Companion web activities include selected surveys, case studies 
that can be discussed on the Web, additional enrichment exercises, group 
web-search activities, and links to web sites with related information. 
Student responses may also be emailed to instructors. A web-page icon is 
used throughout the chapters to identify companion web-page activities. 


@ Portfolio projects may be used as individual assignments or as a form of 
assessment throughout the term. 

@ LINKS exercises connect chapter content to skills, concepts, and excerpts 
presented in previous chapters. 

@ Aself-awareness writing assignment is presented on the profile page at the 
beginning of each chapter, and a profile writing assignment for a personal 
log (journal) is included at each chapter's conclusion. 

@ More group-discussion exercises, many of which focus on case studies, are 
presented. 

@ More informative excerpts from a variety of introductory-level college 
textbooks are included. 


New Chapter Order 
and Content 


EASE 


Part One: 
Understanding 
How You Process 
and Learn 


Part Two: 
Preparing Yourself 
for Optimal 
Learning 


PR AGE 


@ The answer keys for the Chapter Review Questions, which are given in the 
Instructors’ Resource Manual, are designed so that each answer key can be 
individually reproduced for easy in-class self-correcting and/or compiled 
into answer key booklets. 


The new sequencing of chapters in the third edition provides students with a 
strong foundation on which they can build solid study skills. The high-interest 
chapter on learning styles, now positioned at the beginning of Essential Study 
Skills, is followed by material that provides students with knowledge about 
learning and memory systems. This new opening sequence of chapters, which 
emphasizes identification of individual learning styles and understanding of 
the learning and memory processes, supports the metacognitive approach that 
is woven into the textbook. With this sound foundation, students can learn text- 
book reading and notetaking skills, can develop their test-taking skills, and can 
more effectively develop the study and self-management skills necessary for 
strong academic performance and success as they work through chapters that 
prepare them for optimal learning. The pedagogy incorporated in Essential 
Study Skills supports contemporary theories of learning and views on student 
success. 


Chapter 1—Discovering and Using Your Learning Style 


Three Basic Learning Styles, Learning Strategies, Multiple Intelligences 


M@ New: Howard Gardner's “Eight Intelligences” now complements learning 
styles. 


Chapter 2—Processing Information into Your Memory System 


The Information Processing Model, Twelve Memory Principles 


@ New: An added memory-principles inventory facilitates faster comprehen- 
sion and learning of the twelve memory principles. 


Chapter 3—Managing Your Time 


All About You, Using Goals of Time Management, Creating a Weekly Time- 
Management Schedule, Using Other Time-Management Tips 


M New: Time management now gets its own chapter. 


Chapter 4—Setting Goals 


Goals, Motivation, Procrastination; Kinds of Goals; Steps for Writing Effective 
Goals; Tips for Reaching Goals; Goal Setting for Studying 


@ New: This important topic now receives its own chapter and includes goal 
setting for study blocks, a five-day test preparation plan, and term projects. 
Chapter 5— Improving Your Concentration 


The Necessity of Concentration, Setting the Physical Stage, Setting the Mental 
Stage, Dealing with Distractors 


™ New: Case studies integrate time management, goal setting, and concen- 
tration strategies. 
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Part Three: Chapter 6—Using a Reading System 
Using Effective 
Textbook Reading 
Techniques @ New: Chapter presents graphic notetaking systems for each of the organi- 
zational patterns of paragraphs. 


The SQ4R Textbook Reading System, Comprehension Strategies 


Chapter 7—Working with Textbook Information 


Highlighting Your Textbook, Using Other Marking Techniques, Studying from 
Your Highlighting and Markings, Writing Summaries 


@ New: Information presented now includes more than highlighting and 
marginal notes. A discussion of writing summaries from various sources 
strengthens the concept of writing across the curriculum. 


Chapter 8—Learning Terminology 


Kinds of Vocabulary, Using Your Textbook Glossaries, Making Flash Cards, 
Studying from Flash Cards, Making and Using Vocabulary Study Sheets, 
Additional Vocabulary-Building Strategies 


@ New: Chapter places greater emphasis on writing definitions that consist of 
three levels of information; expanded sections contain more information on 
context clues and word structure clues. 


Part Four: Chapter 9—Making Cornell Notes for Textbooks 

Using SS Preparing for Notetaking, Following the Five R’s of Cornell, Deciding When to 
Notetaking Use Cornell Notetaking, Combining SO4R and Cornell Notetaking 
Techniques 

~*~ Chapter 10—Using Cornell Notes for Lectures 


Understanding Listening Skills, Strengthening Your Listening Skills, Using 
the Cornell Notetaking System for Lectures, Techniques for Recording 
Information, Techniques for Organizing Information, Finding Solutions to 
Common Notetaking Problems 


@ New: “Developing Effective Listening Skills” now includes an inventory of 
correlating listening skills with learning styles. Chapter includes effective 
listening components and strategies, as well as excerpts that reinforce the 
need to become an effective listener. 


Chapter 11—Using Visual Notetaking Systems 


Using Visual Notetaking, Making Visual Mappings, Making Hierarchies, 
Making Comparison Charts, Making Time Lines 


@ New: Exercises provide more challenging opportunities to learn to create 
visual mappings, hierarchies, comparison charts (matrices), and time lines. 


Part Five: Chapter 12—Preparing for Tests 


Strengthening Your = preparing for Tests, Performing Well on the Test Day, Learning from the Test, 
Test-Taking Skills Dealing with Test Anxiety 


LERNER a ESSE NOS OM 


@ New: Emphasizing effective test-preparation skills, this chapter includes a 
new test-preparation questionnaire and test-taking anxiety indicator, as well 
as new information on developing the five-day plan, creating summary 
notes, and predicting and answering test questions. New coverage also 


aA a i tS 


Classroom-Proven 
Features Continued 
in the Third Edition 


Minne st yee ee 


PREFACE 


includes test-anxiety reduction techniques such as locus of control, 
systematic desensitization, and self-fulfilling prophecy. 


Chapter 13—Developing Strategies for Objective Tests 


Taking Objective Tests, Answering True-False Questions, Answering Multiple- 
Choice Questions, Answering on Matching Tests, Using the Four Levels of 
Response, Taking Computerized Tests 


@ New: Strategies for taking computerized tests are now included. 


Chapter 14—Developing Strategies for Recall and Essay Tests 


Recall Questions: Fill-in-the-Blank Questions, Listing Questions, Definition 
Questions, Short-Answer Questions; Essay Questions: Preparing for Essay 
Tests, Understanding Direction Words, Strategies for Answering Essay 
Questions, Additional Essay Writing Tips 


@ New: The sections for short answers and essays contain more examples and 
exercises. In addition, the essay-answers section now features techniques for 
predicting essay questions and preparing for essays when questions are 
known, given in advance, or given on a take-home test. 


Appendix A—Chapter Profile Materials 


Master Profile Chart, Beginning-of-the-Term Profile: Profile Answer Keys, 
End-of-the-Term Profile 


Appendix B—Portfolio Assessment Form 


Appendix C—Library Projects 
Exploring Your Library, Library Projects 


Essential Study Skills, Third Edition, continues to base itself on the premise that 
each student possesses a unique way of learning. The features from previous 
editions that have helped students to understand the concept of studying and to 
master the process of learning have been retained. Through utilizing the fol- 
lowing features, students will come to view academic learning as a product of a 
set of skills and behaviors that they can comprehend, acquire, customize, and 
implement effectively: 


@ Visual mappings provide an overview of the chapter, literally at a glance. At 
the end of the chapter, students — individually or as a class—can expand the 
mapping to include supporting details that will help them recall the content. 


® Profiles at the Beginning of Each Chapter allow students to assess their 
attitudes and behaviors. Students complete the profile before reading the 
chapter, score it, and record it on a Master Profile Chart in Appendix A. The 
profiles are completed again at the end of the term; the result is an 
“academic portrait” that shows strengths, weaknesses, and progress. 


™ Boxed information throughout the chapters highlights key points. 
Students can refer to this information while previewing the text, reading the 
chapters, and reviewing for tests. 


@ Exercises in each chapter provide guided practice in applying the skills to 
material from an array of academic disciplines. Each chapter also includes 


exercises in critical thinking that promote a higher level of concept 
development. 
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@ Chapter summaries review the main points in succinct lists that students 
can consult for a quick review. 


& Options for Personalizing the Chapter encourage students to tailor the 
chapter information in ways that demonstrate their understanding or 
strengthen their memory of the skills in the chapter. Students are asked to 
summarize the results of their chapter profile in personal logs (journals); to 
expand the visual map for the chapter; to create flash cards or study sheets 
from the list of vocabulary words; to express their knowledge, 
understanding, or application of skills through writing assignments; and/or 
to create a more comprehensive project to add to a personal portfolio 
developed throughout the term. These options may all be assigned or self- 
selected. 


@ Review Questions at the end of each chapter assess students’ progress in 
learning the strategies and applying the skills to the course content. Types of 
questions include recognition, recall, and critical thinking. 


Essential Study Skills, Third Edition, is accompanied by an Instructor’s 
Resource Manual. Part I of the IRM provides teaching tips, answer keys for text- 
book exercises, and enrichment activities that include additional textbook 
excerpts that may be used to practice textbook, notetaking, or test-taking skills. 
Part II contains reproducible answer keys for chapter quizzes. Part III contains 
masters for making overhead transparencies. Part IV provides optional unit 
tests that assess students’ retention and integration of material across the chap- 
ters. Answer keys are also included. Part V provides a printed form and the 
answers for objective test questions that are available on a computer disk. 
These questions may be used to construct customized tests, modify existing 
tests, or create midterm or final exams. The questions provided on the com- 
puter disk facilitate the process of creating different tests each term. 


The third edition of Essential Study Skills is dedicated to all the teachers of 
study skills courses who devote tremendous amounts of time, energy, and 
enthusiasm to guide students along the paths of higher learning. 

Appreciation is extended to the following reviewers who contributed valu- 
able ideas to further strengthen the effectiveness of this textbook for college stu- 
dents: Karen A. Becker, Youngstown State University, OH; Kathy Clark, 
Linn-Benton Community College, OR; Jan Drake, University of North Dakota, 
ND; Karen Fenske, Kishwaukee College, IL; Vicki A. Johnson, Century 
Technical College, MN; Lucy MacDonald, Chemeketa Community College, OR; 
Marilyn K. Newman, Parkland College, IL; Rebecca Owens, Texas Tech 
University, TX. 

The third edition of Essential Study Skills includes an exciting web site with 
exercises, Internet search projects, and many active links. I would like to thank 
Barbara Heinssen for recognizing the value of online materials and for sup- 
porting the development of the web site for this textbook. I am also very grate- 
ful to Lucy MacDonald (Chemeketa Community College in Salem, Oregon), 
who graciously shared her expertise in the area of online activities and online 
classes, and to Tim Krause for his talent and ability to develop the web site 
pages. 

I applaud the outstanding editorial and production staff that has worked 
with me through the stages required to develop and produce this book. I extend 
very special thanks and appreciation to Shani Fisher, Rachel D’Angelo 
Wimberly, Monica Hincken, and Sarah Godshall for their organizational skills, 
attention to minute details, team spirit, and dedication. 


To the Student 


Essential Study Skills is designed to provide you with skills that will unlock your 
learning potential. By consistently using the skills presented in this book, you 
will learn information more thoroughly and remember it more easily. This sec- 
tion tells you how to get the most out of Essential Study Skills. 


How to Start the Term 


As soon as you purchase your book (and read this), read the Quick Start 
Checklist section preceding the text chapters. As you complete each task 
designed to prepare you for an excellent start to the term, check the item off. 
Continue through the checklist until you complete all the items. 


How to Start Each Chapter 


xiv 


de 


Read the paragraph on the first page for a glimpse of the skills you will learn 
in the chapter. 


. Study the visual mapping on the first page of the chapter. This mapping is a 


picture form of the main headings or topics in the chapter. 


. Answer the chapter profile questions on the second page of the chapter 


honestly. This will not be graded; it will be used to show your current 
attitude, habits, and knowledge of skills that will be presented in the chapter. 
Write a short response to the self-awareness question on the bottom of the 
profile page. 


. Score your profile by counting the number of your answers that match the 


answer key on page 307 in Appendix A. Then chart your score on the Master 
Profile Chart on page 306 in Appendix A. 


. Prepare your mind for the content of each chapter by surveying the chapter 


before you begin the careful reading. Survey, or preview, the chapter by 


@ reading the headings and subheadings. 

® reading the highlighted boxed information. 
® noticing the key words in bold blue print. 
® reading the chapter summary. 

@ reading the chapter review questions. 


. Now you are ready to begin the process of thorough, accurate reading. Read 


one paragraph at a time and think about what you have read. Your goal 
should not be to race through the chapter reading quickly; fast reading is not 


a reading approach that will lead to comprehension or retention of the 
information. 
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Visual Mapping 


Computer 
Applications 


Companion Web 
Activities 


Summary 


Options for 
Personalizing the 
Chapter 


How to Use the Special Features in the Chapter 


TO THE STUDENT XV 


This overview shows the “big picture” of the chapter, that is, the most important 
information or ideas that develop the overall topic of the chapter. The chapter 
title is in the center of the mapping; the chapter headings branch out from the 
title beginning at the “11:00 position” and move clockwise. 


As you preview, read, and review, pay special attention to the boxes throughout 
each chapter. Read each box carefully; then read the following text that dis- 
cusses each point in detail. Review the boxes when you prepare for tests. 


If you have computer skills and access to a computer, select one or more of the 
computer applications. This feature promotes the use of technology to enhance 
your study skills. 


The web page icon (@!) used throughout each chapter indicates companion 
activities and exercises that are online for Essential Study Skills, Third Edition. 
When accessing the Internet and conducting web searches, realize that “surfing 
the web” can be very time-consuming. Set a time limit for yourself so you do not 
consume an excessive amount of time on the Internet. Bookmark the following 
web site for quick access; then click on the chapter you are studying. Go to 
http://www.hmco.com/college and then select “Student Success.” 


For a brief list of key points in the chapter, turn to the summary. Read it during 
your preview and again after you have read the chapter thoroughly. Practice 
expanding the summary’s points by adding additional details you have learned 
about each point. Use the summaries as review tools to prepare for tests. 


Several options are given at the end of each chapter: 


1. Profile Chart Write your score in your book. For each chapter, answer 
the self-analysis and insight questions in your personal log (journal). 


2. Chapter Visual Mapping As a means of review, expand the chapter 
mapping by showing key words or important phrases on your map. Pages 
45-46 in Chapter 2 provide you with directions for expanding the mapping. 
Once you have finished your expansion, you can add colors or pictures to 
help you remember the different parts of the mapping. 


3. Vocabulary Work The foundation of any course is knowing the special 
terms of each chapter. Creating flash cards or vocabulary sheets will help 
you learn these terms and provide you with valuable study tools for later 
review. (See Chapter 8 for more details.) 


To make flash cards: rite the vocabulary term on the front of an index 
card; write the definition or explanation of the term on the back of the card. 
Use the fronts and backs of the cards to quiz yourself. 


To make a vocabulary sheet: On a piece of notebook paper, draw a vertical 
line to create a two-inch column on the left. Write the vocabulary word in 
this column. Directly across from the word, write the definition or an expla- 
nation of the term. Leave a space between each new word so your vocabu- 
lary sheet is not cluttered. Practice quizzing yourself by looking at and 
reciting one side of the page and covering up the other side. 


xvi 


Review Questions 


TO THE STUDENT 


4. Writing Assignments The writing assignments will give you the oppor- 
tunity to express what you have learned in writing. If the assignments are 
not required by your instructor, completing them for yourself will 
strengthen your understanding and application of the skills learned. 


5. Portfolio Development The portfolio activities are larger-scale assign- 
ments that may be used to assess your acquisition, understanding, and 
application of specific study skills. If your instructor chooses to assess your 
performance through the use of a portfolio, specific directions will be given 
in class. Frequently, students are asked to complete a specific number of 
portfolio activities, save the completed work, and compile all the activities 
into one portfolio at the end of the term. Portfolio assignments are most 
successful and representative of your work when sufficient time is allocated 
to work on and complete the activities. Use your time management skills to 
plan time for each step of each portfolio project. 


The questions at the end of the chapter will help you check how well you have 
learned and applied the chapter's study skills. You should be able to complete 
the questions without looking back at the chapter or your notes. Be sure to read 
the directions carefully before answering the questions. 


Benen a Recommendations 


COLA AA 


ee 


1. Strive to have your reading and assignments done on time. You can gain a 
sense of being organized, progressing, and being in control of the learning 
process if you complete your work on time. 


2. Have an open mind that is willing to try new strategies for learning. Many 
of the strategies you used in previous years are perhaps not the most effi- 
cient or effective. This is your opportunity to discover the excitement, cre- 
ativity, and benefits of learning new ways to process academic information. 


3. See this course as an opportunity to work hard, apply yourself, and push to 
work closer to your true potential. Your rewards will be a greater sense of 
accomplishment, confidence, empowerment, and success. You will learn 
valuable skills that will become your individualized approach to learning. 


Your goal is not to learn about study skills; your goal is to learn to use pow- 
erful study skills consistently to enable you to accomplish other goals and 
achieve success. Learning, after all, is a lifelong process. Each time you are 
faced with a new learning situation—whether at school, at home, or at work— 
you can draw upon the skills you have learned in this book. Apply the skills of 
goal setting, time management, concentration, processing information, 
strengthening memory, and acquiring new knowledge to any new task at hand. 


You will be prepared to experience the rewards of success... again and again 
and again. 


Linda Wong 
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Quick Start Checklist for the First Week of Classes 


-..... 


J Register for your classes before the term begins. 


| Obtain a printout of your classes. 


| Become familiar with the campus and the locations of key depart- 
ments, services, and facilities. 


If campus tours are not available, use a campus map to explore the campus 
and its facilities. Take time to locate the following areas: 


1. Your classrooms and closest restrooms 7. Library 

2. Most convenient parking areas or bus stops 8. Computer labs 

3. Financial Aid office 9. Bookstore 

4. Career Counseling, Counseling/ 10. Tutoring centers 
Advising offices 11. Student Activities/ 

5. Student Records or Registrar’s office Student Government 

6. Student Health 12. Cafeteria 


Cj Inquire how to access computer labs, an email account, and the 
Internet. 


1 Visit the library. 


1 Organize your notebooks. 
Use dividers to set up a three-ring notebook with sections for each of your 
classes. If you need to use more than one notebook, consider a notebook for 
the MWF classes or the T/Th classes. In each section of your notebook, or- 
ganize the following materials: 
1. Your weekly schedule of classes 


2. The course syllabus (which is an outline of the class and the require- 
ments) 

3. A list of names and phone numbers of other students in class whom you 
may want to call to discuss homework assignments or meet for a study 
group 

4. All of your class notes, handouts, and completed assignments arranged 
in chronological order 


Create a term-long calendar. 


Locate a month-by-month planner or use a regular calendar to record all 
scheduled tests, midterms, due dates for projects, study-group meetings, 
conferences, and the final exams. Begin by carefully examining each course 
syllabus for important test dates, projects dates, and final exam dates. Also, 
refer to your college calendar for the term for additional dates of importance 
(holidays, last day to change grade options or drop courses, and special col- 
lege events). Place the monthly calendar in the front of your notebook. Plan 
to update it throughout the term. 


Decide on a system to use to record all homework assignments. 


Select an easy-to-use system for recording your homework assignments. 
While some instructors provide students with daily assignment sheets, most 
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instructors do not. The system you select should provide you with a list of 
tasks or assignments that need to be done. 

One system that works effectively is to title a sheet of notebook paper as 
“Assignments.” Place this Assignments page in the front of each section of 
your notebook. Use this page every time an assignment is given. Write the 
date the assignment is given, the specific assignment, the date it is due, and 
a place to check that the assignment is done. Your assignment sheet will look 


like this: 


— 


Assignments—Math 60 


Assignment 


Read pages 110-125 


Do odd-numbered problems on 
P12 eNT Sal See t25 
10/5 Study for quiz on Chapter 3 


A second system involves using a commercial daily or weekly planner 
that has enough room for you to write assignments and the due dates. Check 
off the assignments as they have been completed. A week in your weekly 
planner would show the assignments on the days they were given. 

You can create your own weekly planner page using unlined notebook 
paper. Make six columns (one for each school day of the week and one to list 
your classes) and enough rows to show all of your classes. Each time an 
assignment is given, write the assignment on your planner page. 
Assignments can be checked off after they are completed. Your weekly plan- 
ner page would look like this: 


classes 


math 


writing 


theater 


O) Become familiar with your textbooks by surveying each textbook. 


Before you begin attending classes, get a head start by surveying your text- 
books. Surveying a textbook involves becoming familiar with the features of 
the book by previewing or looking through specific sections in the textbook 
before you begin reading. Surveying, which often takes fifteen minutes to a 
half an hour per book, will enable you to use the book more effectively and 
more efficiently throughout the entire term. Take time to complete the fol- 
lowing six steps to survey your textbooks. 


Step 1: Look at the title page, copyright page, and table of contents in the 
front of the book. 


Step 2: Locate and read the introductory information. This section may 
also be labeled Preface, To the Teacher, or To the Student. This intro- 
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ductory material often provides valuable background information 
on the book and the author and clarifies the purpose. 


Step 3: Look in the back of the book for an appendix. An appendix provides 


you with supplementary materials that were not included in the 
chapters. You may find answer keys to exercises; additional exer- 
cises; practice tests; additional readings; frequently used charts, for- 
mulas, or theorems; maps; or lengthier documents (such as the Bill 
of Rights). 


Step 4: Look to see if the textbook has a glossary (a mini-dictionary that 


defines key terms used in the textbook). 


Step 5: Look to see if your textbook has a section in the back of the book 


that is titled References or Bibliography. This section provides you 
with the names of authors and the books, magazines, or articles that 
were used by the author as sources of information. This list of refer- 
ences can also be used if you wish to research a topic further. 


Step 6: The last step of surveying is to locate the index in the back of the 


book. The index is an alphabetical listing of subjects used through- 
out the textbook. An index can be used to quickly locate page num- 
bers when you want to 


1. review a specific topic that was discussed in class. 
2. locate a topic for a class assignment or discussion. 
3. review specific information for a topic for an essay. 
4 


. Clarify information written in your notes. 


J Show up the first day of class ready to learn. 


Many students know that the term begins more smoothly when they are in 
class the first day and are ready to work. This is the day that the syllabus is 
usually discussed, introductions are made, and class expectations are 
explained. The following suggestions can help you get off to a good start: 


ie 
2: 


Be on time. 

Sit toward the front of the classroom rather than “hiding” in the back 
row. You will be able to see better, will concentrate more easily, and will 
show you are interested in the course. 


. Come prepared with your notebook, paper, pencils, pens, the textbook, 


and any other materials that you might need. 

Be friendly! Show others that you are approachable and willing to be a 
part of the group. Your friendliness can help set a positive tone in the 
classroom. 

Plan to listen carefully and be attentive. 

Use a highlighter to highlight important information discussed on the 
syllabus. 

Plan to take notes. Later in the term, you will learn an effective note- 
taking system. For now, the format you use for notes is not as important 
as the habit of writing down information as it is presented. Your notes 
should also include a record of your homework assignments. 


Make a commitment to dedicate sufficient time each week to studying. 


One of the most common mistakes students make involves allocation of 
time. Time on task, or time devoted to studying, is highly correlated to aca- 
demic success. Students who spend too little time reading, studying, memo- 
rizing, and applying information in a variety of ways often struggle with the 
process of learning. In addition to completing reading assignments, written 
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work, papers and problems, some time each week should be dedicated to 
reviewing information that has been covered. Time management will be cov- 
ered later in the term, but for now, you can use a time management tech- 
nique called the 2:/ ratio. For most or all of your classes that involve 
textbook reading assignments and written work, plan to study two hours for 
every one hour in class. Therefore, if one of your classes meets for three 
hours a week, plan to study six hours a week for that class. The six hours of 
study time can be spread throughout the week. You can use your weekly 
planner or schedule to identify the total hours you plan to study during the 
week for each of your classes. Your classes and study blocks for each class 
can be planned on the chart on page xxi. 


Plan to ask questions about the class, the expectations, and the assign- 
ments. 


Becoming an active learner is important. Be willing to show your interest by 
asking questions in class. Most instructors are very willing to expand direc- 
tions or give further explanations about classroom or textbook topics. 
Student questions also help promote interesting classroom discussions. 


Monitor your stress levels. 


Some stress is normal. Normal stress is manageable and can even be a moti- 
vator. New or unfamiliar situations are commonly linked to feelings of self- 
doubt, lower confidence levels, and lower self-esteem. These feelings are a 
part of the “learning cycle” and weaken or dwindle as you gain familiarity 
and “settle in” to the new routine, expectations, and tasks to be completed. 
Chapter 5 introduces you to a variety of concentration and relaxation tech- 
niques that will assist you in keeping your stress at a comfortable, manage- 
able level. Chapter 12 will provide you with specific strategies for stress or 
anxiety reduction that is related to taking tests. In addition, this course itself 
will reduce stress levels as you gain skills and confidence by learning strate- 
gies designed to strengthen your ability to do well academically. 

Stressors, or occurrences in the process of life that cause stress, can 


occur unexpectedly. Most colleges or universities have counselors, support 


groups, workshops, or courses that can help a person with stress reduction 
and with periods of transition. Schedule a time with a counselor to explore 
the resources and options available on your campus. 
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Class Schedule 


Reg.# | Course Name Time Location Instructor 


Sao ae eR] 


Mon. 


10-11:00 


11-12:00 


8-9:00 


9-10:00 


10-—11:00 


11-12:00 
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Multiple 
Intelligences 


Three Basic 
Learning Styles 


Discovering and 
Using Your 
Learning Style 


Learning Strategies 


CHAPTER 


To be an effective learner, 
you must be familiar with 
how your memory works 
and which strategies 
support your unique style 
of learning. Do you 
remember information 
presented in pictures 
better than information you 
hear? Can you learn by 
using rhymes or tunes? Do 
you remember better when 
you are involved in hands- 
on experiences? What 
abilities or intelligences 
have you developed that 
could affect the way you 
study? This chapter 
introduces you to three 
kinds of learning styles, 
eight intelligences, and 
study strategies that 
incorporate your learning 
style preferences and 
intellectual strengths to 
boost your ability to 
remember new 
information. 


2 Name _ Date 


Do the following profile. Answer each question honestly to show your current 
attitudes and study habits. Your answers should reflect what you do, not what 
you wish to do. Check YES if you do the statement always or most of the time. 
Check NO if you do this seldom or never. 

SCORE the profile. Compare your answers to the answer key on page 307. 
Star your answers that are the same as the answer key. Count the stars. This is 
your score. 

RECORD your score on the Master Profile Chart on page 306 in the column 
that shows the chapter number. 


1. Tam aware of my learning style or learning style preference. 


2. I know at least five learning strategies that utilize my learning style. 


3. When I try to learn something new, I incorporate strategies that use a 
combination of visual, auditory, or kinesthetic skills. 


4. lam willing to try new study strategies to see if they work for me. 


5. Lavoid using color-coding when I study or work because it takes too much 4 
time or seems inappropriate. 


6. I understand how exaggerated movements, drama, and dance can help 
some students’ learning processes. 4 


7. [know how to use multi- Sensory study tools to assist me in strengthening x 
my memory. 


8. L usually study or learn new information in a straightforward manner 
without spending time making creative study tools. a 


9. [am familiar with common characteristics for each of the three learning \ 
modalities (visual, auditory, kinesthetic). 


10. I understand the Theory of Multiple Intelligences and can name all eight 
intelligences. a, 


11. [recognize which of eight different intelligences are most developed for 


me. x 


12. [am able to use information about learning styles to better understand Kw 
people who are different than Iam. 


Self-Awareness: Describe how you tend to proceed when learning some- 


thing new. What approaches do you use to get started? What techniques seem 
to work best for you? NOvee 


Zt Iwas make Sure iL kno? Phe top, EEE 
ua amis oD. Study as Sy Dacia one 674 


ottation in class, 
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Three Basic Learning 


Sty 


t 


CUTAN SE 


PAA 
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The term learning styles refers to the general way people most easily process, 
learn, and remember information. Even though the process of learning is very 
individualized, three commonly recognized learning styles are visual, auditory, 
and kinesthetic. These three learning styles are also referred to as learning 
modalities. You can lay a strong foundation for learning thoroughly and effec- 
tively when you know your learning style and select learning strategies that are 
based on your learning style (or learning modality) strengths. 


Learning Style Before you acquire too much information about learning styles that may affect 
Inventory the way you answer the Learning Styles Inventory, complete the following 
oem inventory by reading each statement carefully. Check YES if the statement 
relates to you all or most of the time. Check NO if the statement seldom or never 
relates to you. There is no in-between, so you must check YES or NO. Your first, 

quick response to the question is usually the best response to use. 


Learning Style Inventory 
YES NO 


— 


. I like to listen and discuss work with a partner. 


. [learn by hearing my own voice on tape. 


. I prefer to learn something new by reading about it. 


LE WwW WN 


. often write down the directions someone has given me so that I don’t 
forget them. 


. Lenjoy physical sports or exercise. 


. [learn best when I can see new information in picture form. 


. Lam able to visualize easily. 


D 

6 

f 

8. I[learn best when someone talks or explains something to me. 

9. I usually write things down so that I can look back at them later. 
0 


. If someone says a long word, I can count the syllables that I hear. 


11. Ihave a good memory for old songs or music. 


12. I like to discuss in small groups. 


13. I often remember the size, shape, and color of objects. 


14. Loften repeat out loud the directions someone has given me. 


15. I enjoy working with my hands. 


16. Ican remember the faces of actors, settings, and other visual details of a 


movie I saw in the past. 


17. I often use my hands and body movement when I’m explaining something. 


. I prefer to practice redrawing diagrams on a chalkboard rather than on 


paper. 


19. Iseem to learn better if I get up and move around while I study. 


20. If I wanted to assemble a bike, I would need pictures or diagrams to help 
with each step. ies 


Copyright © Houghton Mifflin Company. All rights reserved. 
= 
Co 


4 PART ONE Understanding How You Process and Learn 


YES 


NO 


21. [remember objects better when I have touched them or worked with them. 


22. I learn best by watching someone else first. 


23. I tap my fingers or my hands a lot while I am seated. 


24. I speak a foreign language. 
25.1 enjoy building things. 


26. Ican follow the plot of a story on the radio. 


27. Lenjoy repairing things at home. 


28. Ican understand a lecture when I hear it on tape. 


29. Iam good at using machines or tools. 


30. I find sitting still for very long difficult. 


31. I enjoy acting or doing pantomimes. 


32. Ican easily see patterns in designs. 


33. Ineed frequent breaks to move around. 


34. I like to recite or write poetry. 


35. Ican usually understand people with different accents. 


36. Ican hear many different pitches or melodies in music. 


37. I like to dance and create new movements or steps. 


38. I enjoy activities that require physical coordination. 


39. I follow written directions better than oral ones. 


40. I can easily recognize differences between similar sounds. 


41. I like to create or use jingles/rhymes to learn things. 


42. I wish more classes had hands-on experiences. 


43. Ican quickly tell if two geometric shapes are identical. 


44. The things I remember best are the things I have seen in print or pictures. 


45. I follow oral directions better than written ones. 


46. I could learn the names of fifteen medical instruments much easier if I 
could touch and examine them. 


47. I need to say things aloud to myself to remember them. 


48. Ican look at a shape and copy it correctly on paper. 


49. Ican usually read a map without difficulty. 


50. Ican “hear” a person’s exact words and tone of voice days after he or she 
has spoken to me. 


51. [remember directions best when someone gives me landmarks, such as 
specific buildings and trees. 


52. [have a good eye for colors and color combinations. 


53. [like to paint, draw, or make sculptures. 


54. When I think back to something I once did, I can clearly picture the 
experience. 
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Scoring Your Profile 


1. 
Da. 


Ignore the NO answers. Work only with the questions that have a YES answer. 


For every YES answer, look at the number of the question. Find the number in the following chart and 
circle that number. 


. When you finish, not all the numbers in the following boxes will be circled. Your answers will very 


likely not match anyone else’s in class. 


. Count the number of circles for the Visual box and write the total on the line. Do the same for the 
Auditory box and the Kinesthetic box. 
Visual Auditory Kinesthetic 
1) le: bole Fak POE a a] as ROR ORME SER Or PTT reece | 5m or eee OM 


Te Mle Oe gp OOM pe)? elie 1H whl 4 ete? 4 ghee Ogee 2S oan? 3, 25) 2 oe 
Ce nice ac ile” Shek Illa lua ci palit yeaa le Sl leen mec! chs 
aS Lune Gist PASI ae ATeiegmS0 (AD mao; ene 53 


a4 ey at eee Total: Sees Total: 


Analyzing Your Scores 


1. 
2. 
5. 


The highest score indicates your preference. The lowest score indicates your weakest modality. 
If your two highest scores are the same or very close, both of these modalities may be your preference. 


If all three of your scores are identical, you have truly integrated all three modalities and can work 
equally well in any of the modalities. 


. Scores that are 10 or higher indicated the modality is used frequently by you. 


5. Scores lower than 10 indicate the modality is not highly used. It is important to examine why. One rea- 


son may be that you have a physical or neurological impairment that makes using the modality diffi- 
cult or impossible. A second reason, which is often the case, is that you have had limited experience 
learning how to use the modality effectively as you learn. In this case, learning new strategies can 
strengthen your use of the modality. 


Learning Style The Learning Style Inventory indicates your learning style preference. This 
Preferences basically means that you would tend to use the learning style or modality with 


the highest score when you have a choice of how to learn or process new infor- 
mation. For example, if you are in a work situation and your employer asks you 
to learn a new process on a computer or to learn how to operate a new piece of 
equipment, you would learn most comfortably if you used your strongest 
modality. A visual learner may prefer to read the manual or learn from pic- 
tures, charts, or graphs. An auditory learner may prefer to be told how the new 
process or equipment works. A kinesthetic learner may prefer to be shown 
how the process or piece of equipment works and then be given an opportunity 
to try each step during the training session. 


PART ONE Understanding How You Process and Learn 


Learning Style Preferences 


1. Visual learners learn and remember best by seeing and picturing 
information. 

2. Auditory learners learn and remember best by hearing information. 

3. Kinesthetic learners learn and remember best by using large and small body 
movements and hands-on experiences. 


As an adult, you have most likely developed a preference for one modality 
over the others, but you may be able to work in all three modalities if needed. 
This has not always been the case. Children often begin by favoring one modal- 
ity. The children who are strongly drawn to books, pictures, colors, shapes, and 
animation are using the visual modality as their preference. Young children 
who are nonstop talkers, who ask a lot of questions, and who frequently sing 
and recite nursery rhymes are using their auditory modality. Young children 
who explore, have difficulty sitting still, and are often running, jumping, hop- 
ping, and rolling, as well as children who enjoy taking things apart and working 
with their hands, are using their kinesthetic modality. As children mature and 
as expectations of them are changed (often through education), they begin 
working with the other modalities. Integration of all three modalities occurs 
over the years, thus enabling teenagers and adults to function in a variety of 
situations. 

Because the process of learning is highly individualized, it is not surpris- 
ing to find some adults who have difficulty learning or functioning effectively 
in one or two of the modalities. Perhaps you or someone you know has diffi- 
culty learning or remembering directions or information that is given ver- 
bally. Some people may have more than average difficulty understanding a 
map or a set of directions presented through diagrams or pictures. Others 
may find they lack coordination skills to do detailed work with their hands or 
work that requires full body movement. In each of the examples above, diffi- 
culties in learning occur when the person is trying to learn through the weak 
modality. Sometimes the difficulty in learning through a specific modality 
may be tied to a physical impairment or a neurological impairment such as a 
specific learning disability. For example, if an individual has difficulty pro- 
cessing spoken information, the person may have a hearing loss. The person 
may also have a neurological impairment such as an auditory processing 
deficit that occurs when a person can hear spoken words, but the auditory 
signals do not travel clearly or efficiently to the auditory interpretation center 
in the brain. In most cases, the modality often times is weak due to lack of 
exposure or experience with the given modality. After the person learns effec- 
tive strategies for the weak modality, the ability to learn in that modality 
increases. 

Fortunately, the ability to integrate the visual, the auditory, and the kines- 
thetic modalities increases with age and experiences. In this book, you will 
learn to use learning strategies that focus on your learning style preferences and 
strengths. However, in order to strengthen your weaker modalities, you will be 
encouraged to practice and use learning strategies that are based on your 
weaker modalities as well. You will also learn to use a wide variety of strategies 
that are multi-sensory since they incorporate more than one learning style or 
modality. The goal is to strengthen and utilize all three modalities so that you 
can function more effectively in any situation. 
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Common The following chart shows common characteristics of each of the three types of 
Characteristics of learners or learning styles. A person does not necessarily possess abilities or 
Visual, Auditory, strengths in all of the characteristics but may instead “specialize” in some of the 
and Kinesthetic characteristics. Some of this may be due to a person’s educational background 
Learners or background of experiences. For example, an auditory learner may be strong 


in the area of language skills but may not have had the experience to develop 
skills with a foreign language or music. 


eo Common Characteristics 


¢ Can easily understand and recall information presented in pictures, charts, or diagrams 

* Have strong visualization skills and can look up (often up to the left) and “see” information 
e Can make “movies in their minds” of information they are reading 

e Have strong visual-spatial skills that involve sizes, shapes, textures, angles, and dimensions 


e Pay close attention and learn to interpret body language (facial expressions, eyes, stance) 


~ 


e Have a keen awareness of aesthetics, the beauty of the physical environment, and visual media 


* Can accurately remember details of information heard in conversations or lectures 
° ‘Have strong language skills that include well-developed vocabularies and appreciation of words 
e Have strong oral communication skills that enable them to carry on conversations and be articulate 


e Have “finely tuned ears” and may find learning a foreign language relatively easy 


e Hear tones, rhythms, and notes of music and often have exceptional musical talents 
SS 
. : 


e Learn well in activities that involve performing (athletes, actors, dancers) 


¢ Work well with their hands in areas such as repair work, sculpting, art, or working with tools 
e Are well-coordinated with a strong sense of timing and body movements 


e Often wiggle, tap their feet, or move their legs when they sit 


& Often were labelled as “hyperactive” z| 


8 Name Date 


Ww Exercise 1.1 Discussing Learning Styles 


Break into groups of three to five students. Complete the following directions 
together. 


1. List all the Learning Styles Inventory scores of the people in your group. It is not important to attach 
names to the scores. 


2. Are any two scores the same in your group?__ 
Looking at a variety of different learning style scores emphasizes how unique each person is in terms 
of how information is processed. Very seldom will you find another person in a classroom with a 
Learning Styles Inventory score identical to yours. 


3. Think about a young child you know. Think about the way the child explores the world and learns new 
information. Which learning modality is being expressed as a preferred modality by this child? Share 
your information with the other members of your group. 


4. Sometimes it is difficult to remember our own early years. From what you remember, which learning 
style do you feel was the strongest when you were a child? Explain your answer to the members of 
your group. 


oS Exercise 1.2 identifying Your Learning Style 


Refer to your scores of the Learning Style Inventory to answer the questions. 


ee 


Visual Auditory Kinesthetic 


1. What were your Learning Style Inventory scores? 


2. Do you agree that the score with the highest number above is your learning style preference? Why or 
why not? 


3. Do you agree that the lowest score above is your weakest modality? 
What are some of the possible reasons that this score is lower than the others? 
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4. Many people are comfortable using all three modalities, not just the strongest modality. Which of the 
modalities do you feel comfortable using to learn new information? 


5. Think of a recent experience you had in which you needed to learn something new. How do you go 
about learning? Which modality did you use the most? Was the learning comfortable or did the cir- 
cumstances dictate which modality was needed for the task? Explain. 


Bw Exercise 1.3 Working with Your Visual, Auditory, and Kinesthetic Skills 
Complete each of the following items with as much detail as possible. 
1. Most people have a daily routine when they get up in the morning. Close your eyes and try to make a 
movie in your mind that shows you going through your daily routine. Answer the following questions 


after you have pictured this routine in your mind. 


Was the picture clear? 


What colors were visible? 


Name several specific details you saw in your movie. 


2. Think back to the last conversation you had with a close friend. Answer the following questions. 


Can you remember one complete sentence spoken by your friend? 


If yes, write the sentence: 


Can you “hear” the tone of your friend’s voice? 


Oftentimes when a person tries to recall information that was processed through the auditory 
channels, the person looks to the left (toward the ear) to try to recall the words or sounds. Did you 
look to the left as you tried to recall your friend’s words? 


3. Solve the following puzzle using any method that works. As you search for the solution, pay attention 
to the strategies that you chose to use to solve the puzzle. 


A parent and a child are standing together on the sidewalk. They both start walking at 
the same time. Each person begins the first step with the right foot. The child must 
take three steps for every two steps the parent takes. How many steps must the child 
take until they both land again on the same foot? 


How many steps did the child need to take? 
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Did they both land on the right foot or the left foot? 


Explain how you solved this puzzle. 


Which modality did you use the most? 


Was this modality your preferred learning style? 


Learning Strategies 


Now that you are aware of your own learning style, you can begin to select 
learning strategies that work with your strengths. In the following chart you 
will find a wide array of learning strategies for you to try; the majority of your 
strategies will likely come from your area of strength. However, a valuable goal 
to set for yourself is to strive to integrate all of the modalities into your learning 
process; therefore, try using several of the strategies for your weaker modalities 
as well. As you will also notice, some learning strategies will incorporate more 
than one modality. Multisensory learning strategies have the capability of 
strengthening your memory even more. 


Learning Strategies That Utilize Modalities 


Create stronger visual memories of printed materials by highlighting important ideas with differ- 
ent colors of highlighters or by highlighting specific letters in spelling words or formulas or equa- 
tions in math. 


¢ Take time to visualize pictures, charts, graphs, or printed information and take time to practice 
recalling visual memories when you study. 


¢ Create “movies in your mind” of information that you read; use your visual memory as a television 
screen with the information moving across the screen. 


e Use visual study tools such as visual mappings, hierarchies, comparison charts, and time lines to 
represent information you are studying. Expand chapter mappings or create your own chapter 
mappings to review main ideas and important details in chapters. Add colors and/or shapes or pic- 
tures. (Visual study tools are discussed in Chapter 11.) 


e Enhance your notes, flash cards, or any other study tools by adding colors and pictures (sketches, 
cartoons, stick figures). 


¢ Color-code study tools. (Different colors imprint into memory more easily for some students.) 
Colors can be used to accentuate specific parts of textbooks, notes, or any written materials you 
work with or you have created. 

¢ Copy information in your own handwriting if seeing information on paper in your own hand- 
writing helps you learn and remember more easily. Practice visualizing what you write. 

¢ Use your keen observational skills to observe people and pick up on clues they may give about 
important information, emotions, or their general state of being. 


¢ Always be prepared with a pen and notepaper (or a small notepad) to write down information or 
directions. (Written information is easier to recall more accurately.) 


Copyright,© Houghton Mifflin Company. All rights reserved. 


Copyright © Houghton Mifflin Company. All rights reserved. 


CHAPTER 1 Discovering and Using Your Learning Style 11 


Learning Strategies That Utilize Modalities (cont.) 


Talk out loud to explain new information, express your ideas, practice information you are study- 

ing, or paraphrase another speaker. 

¢ Recite frequently while you study. Reciting involves speaking out loud in complete sentences and 
in your own words. 

¢ Read out loud. (Reading out loud often increases a person’s comprehension or clarifies confusing 

information that is read silently.) 

Work with tutors, with a “study buddy,” or in a study group to have ample opportunity to ask ques- 

tions, articulate answers, and express your understanding of information orally. 

or lectures, take your own notes, but back your notes up with a tape recorded version of the lec- 

ure. (Request approval first from the instructor.) Review only the parts of the lecture that are 

nclear or confusing. 

hen you practice reciting your notes, flash cards, study tools or information from a textbook, 

turn on a tape recorder. Tapes made in your own voice often become valuable review tools. 

Verbally explain information or processes to someone or to an imaginary person. Explaining ver- 

bally provides immediate feedback of your level of understanding. 

Make review tapes to review the most important information (rules, definitions, formulas, lists of 

information, dates, or other factual information) prior to a test. 

Create rhymes, jingles, or songs to help you remember specific facts. 

Read confusing information using exaggerated expression. The natural rhythm and patterns of 

your voice often group information in such a way that it becomes easier to understand. 

Use computerized technology (electronic spell checkers, calculators with a “voice,” speech syn- 

thesizers on computers) to help with the learning process. Access CD-ROM programs and multi- 

media software that provide auditory and visual stimuli for learning. 


e¢ Handle objects, tools, or machinery that you are trying to learn. For example, handle the rocks you 
study in geology, repeat applications several times on a computer, or hold and use tools or parts of 
machinery that are discussed in class or in your textbook. 

¢ Create manipulatives (study tools that you can move around with your hands). These may include 
flash cards or cards that can be shuffled, spread out, sorted, or stacked as a way to categorize 
information. 

Cut charts or diagrams apart; reassemble them in their correct order. 

Use exaggerated movements and hand expressions, drama, dance, pantomime, or role playing to 
assist the development of long-term memory. Muscles also hold memory, so involving movement 
\in the learning process creates muscle memory. 

Type or use a word processor. Using a keyboard involves fine motor skills and muscle memory; it 
may be easier to remember information that you typed or entered into a computer. 

Talk and walk as you recite or practice information. Pacing or walking with study materials in 
hand helps some people process information more naturally. 

Work at a chalkboard, with a flip chart, or on large poster paper to create study tools. List, draw, 
practice, or write information while you stand up and work on a larger surface. 

Learn by doing. Use every opportunity possible to move as you study. For example, if you are 
studying perimeters in math, tape off an area of a room and walk the perimeter. 
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QB Exercise 1.4 Relating What You Have Learned to Yourself 


1. Return to the chart of common characteristics of visual, auditory, and kinesthetic learners. Highlight 
characteristics in all three modalities that you feel are relevant to you and your strengths. Remember, 
you may not relate to all the characteristics in one specific modality, and you will likely have some 
characteristics from all three modalities. 


2. Look at the learning strategies chart that lists many different learning strategies for visual, auditory, 
and kinesthetic learners. Highlight the strategies you feel would be advantageous for you to learn to 
use effectively. 


3. Use your own paper to summarize the information you highlighted in the chart of common charac- 
teristics and the chart of learning strategies. 


BW EXERCISE 1.5 Using Multisensory Skills 


Work with a partner. Read each characteristic below. Write V if the characteristic 
is most common of a visual learner; A of an auditory learner; or K of a kines- 
thetic learner. 


1. Without looking at the book, the student can see details of pictures that were studied in 
the book. 


2. Some people may see this learner as impatient because she acts fidgety if she is expected 
to be still for a long period of time. 


3. The decor of her living room shows her great awareness and appreciation of aesthetics; 
everything is coordinated, colorful, and neatly organized. 


4. This man amazes his audiences with the graceful, refined movements he performs in 
his mime show. 


5. This person can actually “hear” another person’s voice and remember details of a con- 
versation long after the conversation has occurred. 


6. Asa child, this person enjoyed children’s books and focused his interest on the colors 
and details in the pictures. 


7. This person loves the rhythm and sound of words in poetry; she memorizes and creates 
poetry with ease. 


8. Many music teachers enjoy having this student in class because of his keen sense of 
melody and rhythm. 


9. This person works best when at an easel or a chalkboard rather than confined to a chair. 


, 


10. Asa child, he was known as a “chatterbox,” always talking, asking questions, singing, 
and reciting nursery rhymes. 

The following learning strategies are well-suited for specific kinds of learners. 

Decide which modality is utilized the most in each strategy. Write V for visual, A 

for auditory, and K for kinesthetic. If two modalities are both used extensively, 

you may use both letters. 


Find a “study buddy”— someone who wants to discuss what you are studying in class. 


2. In geometry class, you trace the different angles on the top of the desk when you study 
for the geometry test. 


3. Because you sometimes confuse numbers, you use a “talking” calculator to check your 
work. 
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4. After you have taken notes, you highlight sections of your notes with different colors to 
help you see the notes clearly in your mind. 


5. After you have highlighted your textbook, you reread your highlighting out loud and 
practice stringing the highlighted sections together in your own sentences. 


You tape the lectures and use the tape to complete your class notes. 
You make movies in your mind to visualize a literature story you just read. 


You create your own flashcards and add pictures and colors whenever possible. 


aed NE weet aap 


You enjoy acting, so when you are reciting information for a class, you move around and 
recite the information with exaggerated expression. 


10. You work with your new vocabulary words by making up a creative story that uses all 
your words. 


Web-site links are available online. 


Computer Projects 


1. Use your preferred modality or one of your stronger multiple intelligences to plan and imple- 
ment a computer project based on the contents of this chapter. 

2. Use a flow chart or graphics program to reproduce the chapter mapping on page one of this 
chapter. 


3. Locate a CD-ROM program that provides information on learning theory or learning styles. 
Plan a presentation to the class to demonstrate the use of the CD-ROM program. 


4. Use a graphics program to create a poster that uses more pictures than words to show Howard 
Gardner's Theory of Multiple Intelligences. 


Group Web-Search Activity is available online. 


Case Studies are available online. 
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S Exercise 1.6 Using Pictures to Clarify and Remember Information 


1. Carefully read the following paragraph about the greenhouse effect. The information can quickly be 
clarified by drawing a picture to show what is stated in words. Below the paragraph, draw a picture 
that shows the window pane, the inside of a room with furniture, the short-wave solar radiation or 
rays, and the long-wave radiation. 


A window pane transmits sunlight. It is nearly transparent, and much of the short- 
wave energy passes through. Only a little energy is absorbed to heat up the glass. 
However, the walls and furniture inside a room absorb a large part of the solar radiation 
coming through the window. The energy radiated from the furniture, unlike the 
original solar energy, is all long-wave radiation. Much of it is unable to pass out 
through the window pane. This is why the car seats get so hot on a hot, sunny day 
when all the windows are closed. Try putting a piece of glass in front of a hot object to 
see how the heat waves are cut off. A greenhouse traps energy in this way when the 
sun shines and so does the atmosphere. 


—Investigating the Earth, American Geological Institute 


2. In many sociology and cultural anthropology courses, societies are discussed in terms of their insti- 
tutions. Five common institutions, frequently referred to as the institutions of society, are religion, 
family, education, economy, and government. Inside the following picture frame, draw a picture that 
shows all five institutions of society. Try to connect them into one meaningful picture. For example, 
you could have a family entering a church or place of worship. 
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Learning styles provide one framework for understanding how people learn. 
Howard Gardner, a noted psychologist from Harvard University, takes a more 
detailed look at learning styles, learning strengths, and abilities with a broader 
theory about cognitive development. In 1983, Howard Gardner presented his 
theory of multiple intelligences in his book Frames of Mind: The Theory of Multiple 
Intelligences. This theory of multiple intelligences explores the multiple facets of 
the mind and of human potential by identifying seven different intelligences. In 
1996, Gardner identified an eighth intelligence, that of the naturalist, and con- 


tends that Wee very Bisel are additional intellis gences yet to be identified. 


tional IQ (Intelligence Quotient 
i i ics. Using Gardner's 


theory of multiple intelligences, an individual now can be seen as possessing a 
wider variety of aptitudes or abilities. Another distinction between the tradi- 
tional IQ theory and Gardner’s theory is that Gardner found that intelligences 
are not static, meaning that they are not determined at birth and are not per- 
manent for life. Because Gardner contends that intelligence can change, grow, 
and be strengthened, educators became interested in ways intelligence can be 
taught and learned. The curriculum and teaching methods in many current 
educational reform initiatives are a direct result of Gardner's theory of multiple 
intelligences. Educators are exploring practical applications for classroom 
teaching as well as assessment of student performance based on the under- 
standing that students’ abilities are diverse and that students will excel in the 
areas of academics and personal growth when recognition and nurturing are 
given to a wider range of talents or intelligences. 


The eight intelligences identified by Howard Gardner are: (1) verbal/ — 


ale notes ie aarelisenees: BRAS evan a is Boe main nriecenere FOr 
example, there are many different talents and abilities that can be exhibited 
under the musical intelligence, yet an individual with a high musical intelligence 
may not possess all of the sub-intelligences in the category of music. Different 
skills, abilities, and processes are used to sing, play a musical instrument, com- 
pose music, conduct music, critique music, or appreciate music. Each intelli- 
gence does, however, have common characteristics and can be correlated to 
common careers that utilize the talents and abilities of each intelligence. 


r F th ucture of lang x). They are sensitive to how 
ans are used, how die ai ROR OSS and the feelings that words con- 
vey. These individuals possess sharp, detailed, vivid memories about written 
and spoken language and often excel in activities that involve puns and word 
games such as crossword puzzles. Those who possess effective verbal commu- 
nication skills may be strong in public speaking, storytelling, debating, teach- 
ing, or consulting that involves oral presentations. Those who possess effective 
written communication skills often express themselves through journals, 
prose, or poetry. Individuals with high verbal/linguistic intelligences often 
select careers as authors, journalists, editors, poets, newscasters, television 
announcers, motivational speakers, playwrights, or politicians. 
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h), ar iythm. Their recognition and reproduction of 
tones (timbre) and harmony are nell developed. Strong auditory memory, 
imagination, and creativity enable these individuals to express feelings and 
images through music. They understand the basics of music theory and the 
meanings of musical symbols. To no surprise, they also have a strong apprecia- 
tion or passion for different types and structures of music and may be more 
aware than others of the power of music to affect emotions and moods. They 
often enjoy humming, singing, chanting, or drumming. Individuals with devel- 
oped musical intelligence often become music teachers, composers, conduc- 
tors, performers, or work in the fields of sound engineering, film making, 
television, or eer a ste 


{ ulation: roe cies 
this intelligence can think both Cees aid Abeteactl about objects and 
relationships such as cause-effect. They understand and apply abstract numer- 
ical symbols and operations and can perform complex calculations. Problem- 
solving techniques used are often systematic, logic-based, and sequential; the 
scientific methods of measuring, hypothesizing, testing, researching, and con- 
firming results may be frequently used. They often become math, science, or 
business teachers; mathematicians, computer programmers, accountants, tax 
experts, bankers, researchers, or scientists. 


ion. They perceive sizes, 

shapes, textures, lines, curves, aueles and depths with accuracy and precision. 

They have the ability in one way or another to graphically present their visual or 
spatial ideas. They possess strong visual imagery or visualization skills, both of 
which are linked to active imaginations. For example, a gifted chess player can 
play a challenging game of chess blindfolded, or an architect can picture the 
floor plans for a building before the floor plans are drawn or the building is 
built. Individuals with developed visual-spatial intelligence often enjoy fine arts 
such as painting, sculpting, drawing, and areas such as drafting, photography, 
or construction. Career choices may include being an engineer, architect, inte- 
rior designer, fashion designer, landscaper, carpenter, contractor, graphic artist, 
advertiser, cartographer, artist, or inventor. 


Individuals with this intelligence have developed fine and 
precise body rhythms, body movements, and motor coordination skills that can 
be used as a form of expression. Those with well-defined gross (large) motor 
skills are able to judge how their bodies will respond to certain situations, and 
they have the ability to fine-tune their bodies in order to perform at higher 
levels. They have an acute sense of timing and body rhythm; they have well- 
developed coordination, balance, dexterity, flexibility, and possibly strength 
and speed. Those with well-defined fine (small) motor skills are able to create or 
modify things with their hands. They have sensitive touch and can “sense” 
things through their hands. For example, a mechanic may have his or her hands 
inside an engine and be able to “feel” a problem with the engine without actu- 
ally seeing the problem; the same could be true for a surgeon. People with a 
well-developed bodily-kinesthetic intelligence often enjoy physical exercise, 
sports, dancing, drama, role-playing, charades, inventing, repairing objects, 


building things, and learning through a “hands-on” approach. In their profes- - 


sional careers you may see individuals with developed bodily-kinesthetic intel- 
ligence working as performers (actors, mimes, dancers); instrumentalists 
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(guitarists, drummers, pianists); professional athletes; teachers of dance, 
choreography, drama, aerobics, gymnastics, or physical education; activity 
directors; mechanics; artists (painters, sculptors); or surg 


| 


intuition, spirituality, and a desire to achieve personal potential. Individuals 
with intrapersonal intelligence are reflective and use metacognition. They 


strive to identify and understand their feelings, values, goals, strengths, weak- 
nesses, and personal history. They use life experiences as lessons to change 
specific aspects of their lives and seek ways to give life personal meaning. Such 
individuals often project a sense of pride, self-esteem, confidence, self- 
responsibility, personal control, and empowerment. They are self-motivators 
and goal-setters. They strive to select, monitor, and control their emotions, 
reactions, and public behavior. They are able to adapt to a wide variety of sur- 
roundings and circumstances. These talents can be used effectively in most 
fields of work; they are often combined with the next “personal intelligence,” 
interpersonal intelligence. Some career fields that incorporate the intraper- 
sonal intelligence include psychiatry, spiritual and personal counseling, self- 
help and motivational writing or s pane, pheno iy and biographers. 


hs mene eran They recognize and understand att clues shown 
through facial expressions or body language. Active, involved parents fre- 
quently utilize the talents and abilities of this intelligence. This intelligence 
enables individuals to accurately interpret the behavior, motivation, and inten- 
tions of others. They enjoy socializing, helping others, tutoring or teaching, and 
sharing interpersonal skills with others. They are comfortable assuming lead- 
ership roles and enjoy being a part of developing positive group dynamics. 
Individuals with strong interpersonal intelligence often become teachers, coun- 
selors, therapists, healers, telecommunicators, social activists, motivational 
and personal growth seminar leaders, religious leaders, sociologists, anthro- 
pologists, and political organizers. 


of the ele ments ot the natura! 
11 changes that occ Je. 


Relist Poeeetleeaalanceagigis)stionshins in nature are points of great 
interest. They often demonstrate detailed knowledge and expertise in recogniz- 
ing and classifying plants and animals. The above characteristics often lead 
individuals with naturalist intelligence into careers as meteorologists, geolo- 
gists, botanists, herbalogists, biologists, ecologists, naturalpathic and holistic 
healers, and medicine men. On an every day level, this naturalist intelligence 
can also be seen in avid gardeners. 

Howard Gardner's Multiple Intelligences Theory has opened a new door to 
understanding individual differences, talents, skills, abilities, and interests. It is 
important to remember that most people have all of these intelligences to some 
degree. Some of the intelligences, or the sub-intelligences of specific categories, 
may be under-developed and under-utilized; however, given adequate training, 
experiences, and a conducive environment, these intelligences can be strength- 
ened. Some of the intelligences may already be well-developed and are exhibited 
through one’s choice of activities, hobbies, and careers. This theory serves as a 
reminder that we are all “evolving-beings,” who have the capability of expanding 
our abilities and intelligences to reach greater levels of potential and fulfillment. 
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S Exercise 1.7 Discussing Multiple Intelligences 


Work with a partner or in a small group to complete the following sets of directions. 


1. List any fifteen different occupations or careers. 


2. Use the letter codes shown after each of Howard Gardner’s intelligences below. Discuss which intelli- 


gence you feel is most actively used for people who excel in the above professions. Next to each pro- 
fession listed above, write the code. 


1. Verbal/Linguistic (VL). | 5. Bodily-Kinesthetic (BK) ” 
2. Musical (M). 6. Intrapersonal (INTRA) 

3. Logical/Mathematical (MTH} 7. Interpersonal (INTER) 

4. Visual-Spatial (VS) .- 8. Naturalist (N) 


3. The Theory of Multiple Intelligences has many implications for education and educational reform. 
Many teachers are exploring new teaching methods, activities, and forms of assessment that are 
directly linked to the Theory of Multiple Intelligences. After each educational activity below, use the 
codes from above to indicate which intelligence is most encouraged by the activity. 


a. 


b. 


Form a group to create a student handbook for incoming freshman students. 
Act out a scene from a book in a literature class. 
Conduct four interviews with people who work in the career field of interest to you. 


Construct and conduct a survey of students on your campus. Analyze the data and present it ina 
report format to the president of the college. 


Collect samples of music from different cultural or ethnic groups. 

Use a computer graphics program to create an eye-catching presentation. 
Write a poem about your heritage or cultural ties. 

Create a collage of international flags to hang in the library. 

Organize a photography exhibit of your best photographs. 


Write a paper contrasting American English and British English terms for common objects. 


Roleplay a conflict resolution strategy. 


Keep a daily journal or log to record your progress in reaching a specific goal. 
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m. Counsel a friend about a personal problem. 


n. Attend a movie and then write a movie critique to present to the class. 


o. Design a tee shirt for an organization on campus. 


3) Exercise 1.8 LINKS 


The three learning modalities (learning styles) and the Theory of Multiple Intelligences are two theoreti- 
cal ways to categorize people’s strengths, talents, and abilities. In many ways, the Theory of Multiple 
Intelligences is a more detailed theory that incorporates the three learning styles or modalities (visual, 
auditory, and kinesthetic). How are these two theories related? Does the Theory of Multiple Intelligences 
go beyond the three modalities? Use whatever method you would like to explain or show how these two 
theories are similar and how they are different. Write your answer on your own paper. 


SUMMARY 


@ Three main learning styles or learning modali- 
ties determine how individuals learn most effec- 
tively: visual, auditory, and kinesthetic. 


@ Most adults have a learning style preference but 
are able to function using all three modalities. 


B The most effective study tools are those that are 
compatible with your visual, auditory, or kines- 
thetic strengths. 


@ Weak learning modalities may be due to lack of 
experience or training or to physical or neuro- 
logical conditions. 


OPTIONS FOR PERSONALIZING CHAPTER 1 


@ Howard Gardner's Theory of Multiple 
Intelligences proposes that intelligences can be 
learned and strengthened. 


@ Gardner has identified eight intelligences or 
abilities that people possess to varying degrees: 
verbal/linguistic, musical, logical/mathematical, 
visual-spatial, bodily-kinesthetic, intrapersonal, 
interpersonal, and naturalist. 


@ Sub-intelligences are identified for each of the 
eight intelligences. The sub-intelligences for one 
category may not be equally developed. 


1. PROFILE CHART—PERSONAL LOG Use a spiral notebook or loose notebook paper, or set up a 
computer file to begin a personal log that will be maintained all term. After each chapter is completed, 
make a log entry for that chapter. Answer the following questions for Chapter 1. 


What score did you have on the Chapter 1 Profile? 


What is your preferred learning modality? 


Which of the multiple intelligences do you feel are most developed for you? 
What study strategies that utilize your preferred learning style and stronger intelligences have you 
identified in this chapter that you would like to use? 
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2. WORDS TO KNOW Knowing the following vocabulary terms is important. Make a vocabulary sheet 


or vocabulary flash cards for the following terms. (Do this for all future chapters as well.) These 
vocabulary study tools become valuable as the term progresses. 


learning styles verbal/linguistic intelligence 
learning modalities musical intelligence 

learning style preference logical/mathematical intelligence 
visual learner visual-spatial intelligence 
auditory learner bodily-kinesthetic intelligence 
kinesthetic learner intrapersonal intelligence 
learning strategies interpersonal intelligence 
multisensory learning strategies naturalist intelligence 


Howard Gardner's Theory of 
Multiple Intelligences 


. WRITING ASSIGNMENT 1 Use your own paper to reflect on your previous school experiences. 


Discuss how schools helped you develop each of the eight intelligences identified by Howard Gardner. 
If some of the intelligences were not recognized or developed in school, what could have been done 
differently? How would use of different methods have affected you? 


. WRITING ASSIGNMENT 2 Briefly describe what you believe are the learning styles and stronger 


multiple intelligences of a close family member ora friend. Compare your learning styles and stronger 
intelligences to those of the person you described. How are the two of you similar? How are you 
different? Describe an interaction where your differences in processing information became very 
apparent. 


. PORTFOLIO DEVELOPMENT Either locate a web site for the topic of learning styles, the Theory 


of Multiple Intelligences, or Howard Gardner, or select one of the links on this textbook’s web site. 
Print the information you located and then write a reflection paper that compares the information to 
the information presented in Chapter 1. 
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Information into 
Your Memory 
System 


The 
Information 
Processing Model 


Processing 
Information into 
Your Memory System 


Twelve 
Memory 
Principles 


CHAPTER ba 


The workings of the human 
mind have fascinated 
people for centuries. What 
is involved in learning new 
information? Are you 
sometimes certain you've 
learned new information 
only to find you can’t recall 
it? Do your study 
techniques give you 
feedback to let you know 
how you are doing? Do you 
remember main ideas or 
details more readily? How 
do you organize 
information for your 
memory? This chapter 
shows you ways to 
strengthen your ability to 
process and recall 
important information. 
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49] Cuaprer 2 Information Processing Profile 


DO, SCORE, and RECORD your profile before you read this chapter. If you 
need to review the process, refer to the complete directions given in the Profile 
for Chapter 1 on page 2. 


YES 


1. Iuse study methods that give me feedback so that I know whether Iam 
learning. 


NO 


2. Ihave problems studying new information when it is not an area of 
genuine interest to me. 


3. [am usually motivated to study, and I am willing to put forth the effort 
that is required. 


4. Ihave problems identifying and pulling out the information that is 
important to study. 


5. rearrange information into meaningful units or clusters so that it is easier 
to learn. 


6. I wait until close to test time before I practice the information that I 
previously read. 


7. I talk out loud to myself as I study because reciting seems to help me learn. 


8. I use the same method of learning information for everything I need to 
study. 


9. Ispend almost all my studying time trying to memorize specific details _ 
exactly as they were presented in the book. 


10. Imake movies in my mind about the information I am learning. 


11. I take time to relate or associate new information to information I already 


know. 


12. I use methods to concentrate when I study. 


Self-AwareneSs: Describe your current feelings about your memory. Is it 
weak or strong? Does it vary from one situation to another? What kinds of prob- 
lems do you have with memory in school and outside of the school setting? 
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The Information Processing Model 


Psychologists frequently use the Information Processing Model to help 
explain how we receive, process, and learn information. The Information 
Processing Model consists of six main parts. While each part has its own dis- 
tinctive functions, the parts do not work independently. Each part has an 
important role to move information through your memory system as you learn. 
Refer to the following diagram of the model as you read about each of its parts. 


The Information Processing Model 


Sensory Input 


o=- 


Short-Term Memory 


Our senses take in information, or sensory input. 

Our short-term memory receives the information and holds it briefly. 

We rehearse the information we want to learn. 

If we get feedback that we aren't learning what we rehearse, that information 
goes through the feedback loop. 

Information that is adequately rehearsed moves into our long-term memory, 
where it is permanently imprinted. 

Information stored in long-term memory is accessed through long-term 
retrieval, and the output shows that we have learned. 


We receive information through our five senses (sight, sound, smell, taste, and 


touch); this information is called uch input comes in the form 
of sensory stimuli, which can be letters, numbers, words, pictures, and 
sounds. 


Short-term memory (STM) is a temporary storage center that is very limited in 
time and capacity (up to seven items at one time). Sensory input first moves 
into short-term memory and remains there for a few seconds. Within that short 
time, a “decision” is made by the person receiving the stimuli to dump the infor- 
mation and process it no further. This decision may be made consciously or 
subconsciously. If attention is not given to the stimuli, the automatic response 
will be to “dump” it. Information that does not move to the next stage is 
dumped. On the model above, draw a trap door on the bottom of the short-term 
memory box. Imagine that this trap door opens and simply discards the 
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unwanted or unattended to information. The following examples show how 
short-term memory works: 


® On your way to school today, you probably passed many different cars. 
However, you probably cannot accurately remember how many black cars 
you passed; there was no reason to remember such information. This is true 
for a vast amount of information taken in by your senses. Information that 
seems unimportant simply dumps out of short-term memory. 


H@ You begin to leave for the grocery store with a short list of groceries in mind. 
Two members of the household call out a total of eight more items for you to 
pick up at the store. If too much new information is given rapidly, your short- 
term memory overloads; you forget some of the items by the time you reach 
your Car. 


M@ Atschool, you ask for someone's phone number. As you walk toward a phone, 
you are interrupted by a question from another student. By the time you 
reach the phone, you have forgotten the number. 


@ At the end of class your instructor says, “Be sure to review page 10 because it 
will be on the test Friday.” You vaguely heard the information because your 
thoughts were elsewhere; chances are good that the information was 
dumped. 


Important points to know about short-term memory: 


1. Pay attention to sensory input. You must consciously decide which 
information is important to learn. This requires you to be alert and ready. 


2. Take a positive attitude toward incoming information. A negative attitude 
can shut down the learning process and the information gets dumped. 


3. Remember that short-term memory is limited in capacity. Avoid 
overloading this memory system by trying to take in more than seven items 
rapidly at one time. 


4. Recognize that the information you identify as important to learn will 
begin its journey along the rehearsal path. 


Once a learner decides that particular information must be learned, that 
selected information moves on to the rehearsal path or stage. The learner now 
selects effective learning techniques to move the information into long-term 
memory. This is an active path where practice, understanding, and actual learn- 
ing take place. This path carries the sensory stimuli that are encoded in one of 
three codes that will be recognized by the long-term memory. The type of 
encoding is based on the type of information that is being transmitted. 
Linguistic coding (also called semantic .coding) carries verbal information. 
Visual coding (also called imaginal coding) carries visual images such as pic- 
tures or diagrams. Motor coding (also called physical coding) carries messages 
that are related to muscle movement, such as riding a bike, typing, or driving 
a car. 

The rehearsal path is an extremely important part of the information proc- 
essing model, for the way a person rehearses will affect how clearly, effectively, 
and efficiently the information will be placed in the long-term memory system. 
One way to rehearse information is to use rote memory. Rote memory involves 
repetition, lots of repetition, to learn the information in the exact form that it 
was received. Rote memory often does not involve thoroughly understanding 
the information, its purpose, or its relationship to other things. While rote 
memory can be useful at times, such as memorizing a new phone number, a 
spelling word, an interesting quotation, or your social security number, it often 
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is ineffective for learning academic material. Rote memory does not provide 
you with adequate comprehension of the information to be able to apply it in 
different ways or to different situations. The results are simply too limiting. 

A second way, and a much more powerful way, to rehearse information is to 
use elaborative rehearsal. Elaborative rehearsal involves active thinking 
processes. Time and effort are given to understanding the information, seeing 
how it relates to other information, recognizing how it can be used, associating 
or linking it to information you know, and using multi-sensory approaches to 
learn the information accurately and thoroughly. When you learn information 
through elaborative rehearsal, you will be able to explain it, show you under- 
stand it, and apply it as needed. 

The following example shows how rehearsal works: 


@ To learn five new math formulas, you make flashcards for each formula. You 
practice and recite the information out loud. You check your accuracy. You 
then match the formulas to different kinds of problems. A pattern is 
identified so you know when to use each formula. 


Important points to know about the rehearsal path: 
1. Your choice of rehearsal strategies is important. Select strategies that use 
your strong modalities and abilities. 


2. Use a variety of rehearsal techniques. You are more likely to recall 
information when you have practiced it in more than one way and you have 
included more than one sensory channel. 


W 


. Emphasize understanding what you are practicing by using elaborative 
rehearsal. Avoid rote memory, in which little meaning is attached to the 
information. 


4. Recognize that the rehearsal stage involves practice. Time and effort are 
required to learn the information accurately and thoroughly. 


5. Feedback should be included so you know whether or not you are readily 
learning the information. This self-quizzing helps ensure that you are 
creating a clear imprint in long-term memory. Feedback can include 
reciting, writing, discussing, drawing, or otherwise demonstrating 
understanding. 

6. Pay attention to the feedback you receive. If you don’t know the 
information, do not skip over it or move on. Try a different method for 
rehearsing the information. If you know the information, it has moved into 
your long-term memory. 

7. Avoid doing the same learning activity again and again; you may wind up 
recycling through the feedback loop without showing any progress. Vary 
your approach to rehearsing. 


When you rehearse and find out that you do not understand or know the new 
information, you receive feedback that more rehearsal or practice is required. 
The information “zips” through the feedback loop, which is nothing more 
than a quick path back to short-term memory. 


Important points to know about the feedback loop: 


1. The feedback loop is an inactive path. It does nothing but immediately send 
the information back into short-term memory for further rehearsal. 


2. An easy image to associate with the feedback loop is the suction duct that is 
used at banks to send deposits or withdrawals from the teller to the car that 
is in a lane away from the building. The driver of the car puts his or her 


Long-Term Memory 


‘Long-Term Memory 
Retrieval Path 
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money into a container and sends the container through a suction duct that 
drops the container at the teller window. The feedback loop works in a 
similar way. 


o that new information can be located when it is needed, long- 
term memory often stores it in clusters of related information called schemas. 
(As an interesting note, with advanced technology, brain scans can actually 
show which sections of the brain are activated when a person learns specific 
kinds of information.) When you start to learn something new and unfamiliar, 
the learning process at first is challenging, frustrating, and full of errors. The 
initial learning process of an unfamiliar topic or information may be difficult 
because you are just beginning to construct a new schema for this knowledge. 
Later, after you have learned this information or skill, learning additional infor- 
mation is easier and smoother because a schema for that subject already exists. 
This concept of schemas helps explain why learning is so much easier and 
sometimes effortless when there is an interest, a background, and perhaps even 
some expertise in a specific field. 

Another way to look at long-term memory is to think of your brain as a fil- 
ing system with many different files and many different drawers filled with 
different kinds of information. When information is carefully placed in the 
file cabinet, it can be located when it is needed in the future. If any drawer is 
opened and the file is stuffed in without organization or logic, the file may 
be difficult to find at a later time. Elaborative rehearsal organizes informa- 
tion carefully and logically, so it is easier to locate in long-term memory at a 
later time. 


Important points to know about long-term memory: 


1. Information that has been processed along the rehearsal path is carried to 
long-term memory by neurological impulses, or neurotransmitters. 


2. Information that enters long-term memory is imprinted in your brain. The 
impact of the impulses marks the place in the brain in which the infor- 
mation is stored. 


3. Because information is imprinted, long-term memory is considered to be 
permanent memory. 


4. Long-term memory is a storage facility with unlimited capacity. It never 
runs out of space to store new information. 


5. New information is linked or imprinted in existing schemas. 


Long-term retrieval is the process of accessing, or finding, information stored 
in the long-term memory system. When information is retrieved along this 
active path, you are then able to show what you have learned through some 
form of “output.” Output may mean that you are able to respond correctly by 
talking, explaining, writing, drawing, demonstrating, or applying the learned 
information in one or more ways. Practice keeps information accessible. By 
reviewing information on a regular basis, you strengthen the retrieval path so 
that you can use the information you worked hard to learn. 

Learning a foreign language is a good example of the necessity to practice 
retrieval. You spent time learning a foreign language but have not practiced it 
for many years, so you probably no longer speak that language fluently. You 
may remember the sentence structure, but you have probably forgotten the 
vocabulary needed to express your ideas. If you do not retrieve information for 
years at a time, you will no longer have access to that information in memory. 


Copyright © Houghton Mifflin Company. All rights reserved. 


Copyright © Houghton Mifflin Company. All rights reserved. 


_- i 


CHAPTER 2_ Processing Information into Your Memory System 29 


However, by “brushing up” with a few lessons, the vocabulary may return to you 
fairly quickly. You will definitely “relearn” the language faster than you learned 
it the first time. 


Important points to know about the long-term memory retrieval path: 


1. To readily access information stored in long-term memory, you must 
review that information regularly and frequently. 


2. When you search your memory for information that you have learned, if 
you can't immediately locate the information, think about related cate- 
gories. Through the process of association, you can often link information 
until you locate the information being sought. 


3. Practice retrieving information by several methods. This can include 
reciting, summarizing, drawing, or reproducing it or by seeing relation- 
ships it has with other learned information. 

4. Information that was initially well-organized, firmly attached to existing 
schemas, and imprinted clearly and accurately will be easier to retrieve. 
However, time and practice retrieving will still be required in order to 
access this information over time. 


that specific kinds of learning occurred. Being able to express new concepts, to 
argue a point of view with specific details to back up your comments, or to con- 
nect ideas together smoothly in a paper or an essay all demonstrate information 
that has been learned. Being able to apply information, such as constructing an 
electronics board, tuning an engine, or using a formula to solve a math problem 
also demonstrates positive output. 

Your knowledge of the Information Processing Model can now be used to 
assess your own learning progress. Examine the techniques you are using to 
study. Are you alert to incoming sensory stimuli? Are you rehearsing effec- 
tively? Are you using techniques to give you feedback as you study? Are you 
organizing the information clearly around schemas? Are you taking time to 
practice retrieving information? With your knowledge about how learning 
occurs, you can now adjust your methods and fine-tune your approach to 
processing and learning new information. 


Important points to know about output: 


1. Output is the proof that learning has taken place. 

2. Output is a demonstration of accuracy; your answer or your product works 
correctly and is logically correct. 

3. Output can be shown verbally, in writing, or through completion of a 
product. 
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S Exercise 2.1 Understanding the Information Processing Model 


Without referring to your notes, draw and label the six parts of the Information 
Processing Model that result in output. Two methods for drawing this model are 


provided: 


1. Draw the model in the order the parts were presented in this chapter. Label all the parts. 


2. Draw the small and the large storage centers. Draw the path going into short-term memory. Draw the 
other two paths (one into and one out of long-term memory). Draw the feedback loop. Draw output. 


Label all the parts. 


: S ExerRcIsSE 2.2 Discussing Case Studies 


Work with a partner or in a group of three or four people. Read the following situ- 
ations carefully. In each case, the student has problems learning because she or 
he is not using one part of the Information Processing Model efficiently. Identify 
which part is not being used. Write your answer on the line. 


NG 


Manuel has twenty new vocabulary words to learn. He reads through 
them quickly and is surprised to find he can’t remember any of the 
definitions. 


Teresa spent many hours studying her biology notes for a test that was 
scheduled three weeks later. She got involved with many other activities 
and did not review before the test. She figured that she had already 
learned the information; her test scores showed that she hadn't. 


Leon repeated several math formulas again and again. He is good at rote 
memory. On a test, he was not able to answer questions about the formu- 
las because they were presented differently from the way he had memo- 
rized them. 


Cindy needed to associate fifteen writers to the time periods in which they 
produced their work. She practiced matching the writers to their works. 
On the test, she could recall which author wrote which book but not in 
which period. 


Kim made flash cards for all the important terms she had to know in her 
psychology class. She recited the information on her cards. If she missed 
some definitions, she continued on until she could find ones that she knew. 
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QB EXERCISE 2.3 Memory Principles Inventory 


You will soon learn about the twelve principles of memory that are used to 
enhance the learning process. First, complete the following inventory by answer- 


ing YES or NO to each question below. The letter in the upper left hand corner of 


each box will be explained later. 
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Do you spend a lot of time studying but seem to study the “wrong 
information” for a test? 


. Do you get frustrated when you read because everything seems 


important? 


. Do you tend to highlight too much when you highlight a textbook? 


4. Do your notes seem excessively long and overly detailed? 


. Do you avoid making study tools such as flashcards because you are not 


sure what information to put on the study tools? 


YES 


NO 


1. Do you tend to memorize facts or ideas in isolation? 


. When you try to recall information you have studied, do you sometimes 


“feel lost” because there is no direct way to access the information in 
your memory? 


. Do you feel that you are memorizing numerous lists of information but 


don't really understand what they mean or how they are connected? 


. Do you “go blank” on tests when a question asks for information in a 


form or context different from the way you studied it? 


. Do you lack sufficient time to link difficult information to familiar 


words or to pictures? 


YES 


NO 


. When you finish reading, do you have difficulty remembering what 


paragraphs were even about? 


. Do you have difficulty remembering information in the form of a chart 


that was presented on the chalkboard or on a screen? 


. Is it difficult for you to get a visual image of printed information? 


. When you try to recall information, do you rely inainly on words rather 


than pictures? 


. Are the notes and study tools that you create done with only a pencil or 


one color pen? 


ES 


NO 


. Do you sometimes take “the easy way out” or look for shortcuts when 


you study? 


. Do you feel that doing problems or creating study tools that were not 


assigned is a waste of your time? 


. Does the term studying mean to basically “do the assignments” and 


then studying is over? 


. If extra credit projects or options are available, do you tend to skip 


doing them? 


. Do you choose not to spend time studying with another student or 


attending a weekly study group? 


YES 


NO 
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1. Do you easily get distracted or find your mind wandering? 


. Are there so many interruptions when you study that you are not quite 


sure what you accomplished at the end of a study block? 


. Do you miss important information during a lecture because your 


mind tends to wander or daydream? 


. When you are reading, do you find it difficult to keep your mind 


focused on the information in the textbook? 


. Do you study with the television, radio, or stereo turned on? 


VES 


NO 


1. Do you have weak auditory skills? 
. Do you have difficulty expressing your ideas on paper? 


3. Do you have difficulty clearly explaining textbook information to 


another person? 


. Does your current method of studying lack techniques that give you 


feedback about whether or not you know the information? 


. Do you feel awkward or uncomfortable talking out loud to yourself? 


YES 


NO 


. Do you label the class or the textbook you are using as boring, dumb, 


useless, or a waste of your time? 


. Do you dislike going to class? 


. Once you are in class, do you resent being there and tend to tune out 


whatever is going on? 


. Do you find it difficult to complete homework assignments because 


you just can’t get interested in the subject? 


. Is it difficult to understand why you have to take specific courses when 


they don’t seem to be related to your career field? 


VES 


NO 


. Do you have problems finding the main idea even though you are able 


to understand the individual details? 


. Do you understand general concepts but oftentimes have difficulty 


giving the details that are related to the concept? 


. Do you need to make a more concerted effort to take the time finding 


the relationships between concepts and details? 


4. Do your lecture notes capture main ideas but lack details? 


. Do your notes include running lists of details without a clear method 


of showing main ideas? 


YES 


NO 
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. Do you use tests as your main means of getting feedback about what 


you have learned? 


. Do you keep taking in new information without stopping to see if you 


are trying to learn too much too fast? 


. When you are rehearsing, do you “keep on going” even if you sense that 


something is not clearly understood? 


4. Do you tend to use self-quizzing only when you are preparing for a test? 


. Do you sometimes cram for tests? 


YES 


NO 


. Does the information that is presented in class or in the textbook seem 


disorganized? 


. Do you have difficulty remembering the sequence of important events, 


steps of a process, or details in general? 


. When you try to do a “memory search” to locate information in your 


memory, are you sometimes unable to find the information? 


. Do you spend most of your time trying to learn information in the 


exact order that it is presented? 


. Do you feel unsure about rearranging, reorganizing, or regrouping 


information so that it is easier to learn and recall? 


YES 


NO 


. Do you often find it necessary to cram for tests because you simply run 


out of time? 


. Do you get tired when you study because you are trying to study too 


much at one time? 


. When you study, do you change to a second subject as soon as you 


complete the assignments for the first subject? 


4. Are some of your study blocks more than three hours long? 


. In at least one of your courses, do you spend less time studying that 


subject than most other students in class? 


VES 


NO 


. Once you have completed an assignment, do you put it aside until close 


to the time of the next test? 


. Do you have problems remembering or recalling information that you 


know you learned several weeks earlier? 


. Do you need to add more review time to your weekly study schedule? 


4. Do you study less than two hours per week for every one hour in class? 


. Do you sit down to study and feel that you are all caught up and have 


nothing to study? 


YES 


NO 
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About the Inventory 


The letters in the upper left-hand corner of each of the boxes above represent one 
of the principles of memory. In the first box, finish the name of the principle by 
writing Selectivity. Continue to finish labeling each box as follows: 


Concentration Feedback 
Association Recitation Organization 
Visualization Interest Time on Task 
Effort Big and Little Pictures Ongoing Review 


Now, look at your answers. A NO answer indicates you are already using the 
principle of memory when you study. If any box of questions above has all five 
answers as NO, you are already using this principle of memory effectively. YES 
answers indicate that yes, you will benefit by learning to use this principle of 
memory more effectively when you study. The more YES answers you have, the 
greater the need is to add this principle of memory to your learning strategies or 
study techniques. 


Twelve Memory Principles 


UR Eneeser Roe TS 


Learning, as you have seen, is a complex process. Many mental processes are 
involved in moving information into long-term memory and then retrieving 
that information when it is needed. The following twelve memory principles 
can help you process information more efficiently through.all the stages of 
information processing. These principles, when used consistently throughout 
the learning process, result in a stronger, more efficient memory. The memory 
words SAVE CRIB FOTO will help you remember all twelve principles; each 
letter in the words represents one of the memory principles. 


( Twelve Memory Principles (SAVE CRIB FOTO) 


ectivity involves selecting what is important to learn. 

sociation involves associating or linking new information to something 
iliar. 

sualization involves picturing in your mind the information you are learning. 
fort on your part is essential for learning. 

ncentration 1s necessary when you study. 

ecitation involves repeating information verbally in your own words. 
terest, if it doesn’t exist, must be created. 

ig and little pictures involves recognizing levels of information. 

edback in the form of self-quizzing checks your progress. 

rganization involves logical reordering of information. 

ime on task refers to the time dedicated and scheduled for learning. 
ngoing review promotes practice retrieving information from memory. 
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SY Exercise 2.4 Learning the Basics 


Before you begin reading the details about each memory principle, try learning 
the basic labels for each of the twelve principles of memory. This will help you 
“set up the schema” for the information you will be reading. Use the short clue 
below each line and the initial letter of the word to help you list the twelve princi- 
ples of memory. Try to complete this without looking at the list on page 34. 


(Picking and choosing) 


tL ae™ 


(Focusing) hs quienes 


(Linking ideas) 
Vo ! 


(Seeing it in your mind) 


eee ese 


(Explaining out loud) : 
(eee os =o 
SIRS (Using minutes and hours) 


(Trying hard) 


Selectivity 


SAVE CRIB FOTO 


Association 


SANT eNO ee ar eke Maat emi utah 


SAVE CRIB FOTO 


( 


peated RAS 


cies ‘every oe not Sossis and certainly is not reasonable. You as the 
learner must continually evaluate the importance of information and strive to 
pick out only that which is significant. Parts III and IV of this book help you 
improve your selectivity skills as you learn to select what to survey in chapters, 
what to highlight, what to write in notes, and what importance to place on var- 
ious study tools. In each case, you will be honing your skills in identifying and 
pulling out main ideas and supporting details. The process of learning is greatly 
simplified when you reduce the amount of information that needs to be placed 
in your memory system and you place appropriate information into memory. 


ig (wo or more 1ten the 8 
=m0ry< as or clusters of related informa- 
tion. ane system of Brennan is eae on interconnections or associations. 
Sometimes when you try to recall something from memory, you can go straight 
to the information and have an immediate answer. More frequently, however, a 
memory search involves thinking your way to the information by associating 
or linking ideas together. One idea serves as a retrieval cue for another idea. 

In Exercise 1.6, you drew a picture that represents the institutions of society. 
The picture is your retrieval cue for naming the five institutions. First you think 
of the picture, then you link the word associated to each part of the picture, and 
finally you name the five institutions. This linking of information during a 
memory search can be seen as jumping from one stepping stone to another 
until you arrive at your destination. 

In the above example, a specific list (the five institutions) was linked to pic- 
tures. Other kinds of links are also used during association. Words can be used 
to associate ideas together. The mnemonic (memory trick) for the twelve prin- 
ciples of memory is an association that uses three words, SAVE CRIB FOTO, to 
link to a list of twelve separate items. These memory principles would not be 
learned as quickly if this association were not used. 

Another form of association involves taking the time to link the new infor- 
mation to information that is already known or familiar. Intentional effort is 
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made to associate the new information to existing schemas. This can be done by 
taking the time to ask yourself questions such as the following: 


What do I already know about this subject? 


How is the new information similar to or different from something I 
already know? aed 


Frequently, information that you are studying is already paired so the asso- 
ciation is automatic. For example, if you are studying a list of vocabulary words 
and their meanings, an automatic pairing exists. After sufficient rehearsal, 
when you name one of the words, the word works as a retrieval cue for the def- 
inition. Reverse rehearsal should also be done. When you see or hear the defi- 
nition, the definition should work as a retrieval cue to the vocabulary word. 
Recognizing and studying this association will make the learning of new vocab- 
ulary words, or any paired information, much easier. 


Vigualization is the process of making pictures in your mind. It is a valuable 
skill for several reasons. Information that is mentally pictured is easier to com- 
prehend and recall. Long-term memory is strengthened when two sensory 
channels (such as auditory for reciting and visual for visualizations) are proc- 
essing information. Also, mental pictures are stored in one side of the brain (the 
right hemisphere) and words in the other (the left hemisphere). Using visual- 
izations to aid in processing information activates your entire brain. The result 
is better memory skills. 

The process of visualization can be used to visualize both printed words and 
pictures or graphic information. Some visual learners have the ability to recall 
or picture information in the form of printed words. These visual learners can 
visualize “in their mind’s eye” the textbook page, the specific flashcard, the line 
of notes, or the information written on a screen in the classroom. The informa- 
tion is recalled in the form of words, numbers, or letters such as in formulas. 
This printed form of visualization can be strengthened even further by adding 
colors to the words, letters, or numbers. It may be strengthened even further by 
associating the information with pictures or graphics. 

Visualizing images in the form of objects, scenes, or complete story line 
sequences, such as seeing “movies in the mind,” is a valuable skill that can be 
learned. As mentioned, both comprehension and recall can be improved by 
consciously using visualization. If you are just beginning to learn to visualize 
what you read, begin by visualizing individual objects. Examine the object 
closely; pay attention to size, color, shape, and position. Then, close your eyes 
and try to “see the object on the inside of your eyelids.” Open your eyes and 
compare your visual image to the actual object. 

Now, practice visualizing larger pictures. Use the technique described above 
to visualize a larger picture such as a photograph, a map, a graph, or a chart. 
Focus on visually memorizing the main features or the “skeleton.” Once the 
skeleton image is clear, “zoom in” to work on remembering the smaller parts or 
details. Each time you encounter visual materials in your classes, take the time 
to work with creating the visual image of the material in your mind. 

The final form of visualization is to create movies in your mind. This process 
works with units of information that are processed through time. Many good 
readers automatically start the “cameras rolling” when they begin reading. The 
story unfolds on the movie screen in their minds. This is the same process that 
should be activated when you read textbooks. The rie may not be as action- 
filled as a movie in the mind that is created when rea 1g a novel, but the movie 
will serve as a retrieval cue for information at a later time. For some people, visu- 
alizing during the reading process is not automatic; effort and intention are 
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required to create the visual images. Time spent creating movies in the mind 
and rerunning the movies as a way to review is time well-spent. 


Effort by motivation and tion, is needed throughout infor- 
TH !}*!2mmm=nee  INation processing. Taking information in, rehearsing it, and retrieving it all 
require effort. Many of the study tools you will use to help you boost your mem- 


ory will not necessarily be seen by teachers or be graded. You are the one who 
‘ SAVE CRIB FOTO | decides whether such study tools will help you learn; you create your own learn- 
ing activities for yourself, not because they are “required.” 


To avoid losing information during the learning process, consciously make 
the effort to learn and retain information. You will be rewarded with more 
thorough learning, a greater sense of satisfaction, and better grades. 


Concentration ‘Concentration, the process of focusing the mind on only one task or item, 
=e  réSultsin uninterrupted thought processes and more efficient learning. You will 


learn important techniques for setting the physical stage and the mental stage 


; a for good concentration (see Chapter 5). Being able to control your concentra- 
SAVE CRIB FOTO | tion enables you to create the ideal setting for receiving sensory information 
and moving it through the stages of information processing. Your mind has to 


be alert and focused on the task at hand. Internal and external distractors 
should be blocked out or eliminated. Concentration is an essential mental dis- 
cipline that enables you to make optimum use of your valuable time. 


Recitation lizing what you are learning or have alread 
Tomas learned. When you recite, remember your own words to speak in com- 


‘plete sentences to explain the information as clearly as possible. Imagine that 
7 you are trying to explain the information to a friend who is not familiar with the 
SAVE CRIB FOTO | subject. Pay attention to areas that seem a little “fuzzy.” This is feedback to you 

- 2s that you need to go back to the sources of your information to check for accu- 
racy and additional details. 

Some students are uncomfortable with reciting because they are not used 
to talking out loud to themselves and so feel that others will think they are 
“weird.” Nevertheless, an increasing number of teachers and students recog- 
nize the value of reciting and encourage this process of verbalizing. Reciting is 
valuable in studying because it provides you with immediate feedback so that 
you know whether you are really understanding information. As you recite, you 
activate your auditory channel, which strengthens the path to your long-term 
memory. Reciting keeps you actively involved; active learning leads to better 
concentration and comprehension. And as you recite in your own words, your 
focus is on understanding rather than on rote memory. You are personalizing 
the material. 

Students who have difficulty expressing their ideas in class or expressing 
their ideas on paper will especially find value in reciting what is being studied. 
Frequently, all that is needed is the opportunity to put ideas together coherently 
when there is not a time element involved such as occurs during class discus- 
sions or tests. Practice expressing ideas in complete sentences prepares stu- 
dents ahead of time and increases the level of familiarity with information prior 
to the class discussion or test. 


interest Interest is ex j through feelings of curiosit ~enthusiasm, and 


appreciation. Learning new information about areas that you “love” is usually 
“easy; you have genuine interest working for you. Unfortunately, you will be 
required to take some courses in which you have no natural interest. Your task, 
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then, is to generate an interest so that your learning is more enjoyable and less 
stressful. 

You can create an interest by looking for a value or a purpose in knowing 
the information, by using new study techniques to learn the information, or by 
asking another student or several students to join you in a study group so you 
can learn together. You can also locate someone who is knowledgeable or works 
in the field that you are studying and ask that person what draws him or her 
to this field. Checking out books, videos, or cassettes that are related to the 
topic you are studying may give you a new, more appealing perspective on the 
topic. 

On a more personal level, you may wish to examine your attitude toward 
the subject to see if your dislike or lack of interest is related to a previous expe- 
rience or past incident in the class. Take time to identify what you do like about 
the subject. Emphasize and strengthen the positive aspects rather than focus- 
ing on the negatives. 


3 zs U v 
the general concept or category of information. For Mae ine ee of con- 
centration is a big picture. To really understand the concept of concentration, 
however, you need to know another level of information, the specific details, or 
the “little pictures,” that together create this concept. These details include a 
definition, the uses of concentration, its effects, how it works, and specific 
strategies. 

To get a sense of these two levels of information, draw a Sica in the center 
of your paper. This circle represents the main idea or the general category of 
information. (This is a schema.) Surround the circle with details that are 
related to the topic in the center of the circle. Then categorize information into 
lists with the category (big picture) at the top of the list. 

This principle of big picture—little pictures is sometimes also referred to as 
the “forest and the trees.” If you focus only on seeing the forest, you miss the 
meaning and the beauty of the individual trees. If you focus on only a few 
individual trees, you do not see that all the trees create a much larger group, the 
forest. 

Learning new knowledge is similar to the idea of the forest and the trees. If 
you place too much emphasis on the details, you may fail to see their relation- 
ships to each other and to larger concepts. If you focus on only finding the main 
ideas, you are left without the specific details that support or prove the main 
idea. 


detail 
Hel Category or 
me Heading 
etai detail 
ay (Big Picture) 
SCHEMA 1. detail 
detail Big 2. detail ; 
Picture detail 3. detail tue 
; Pictures) 
eal Ae 4. detail 
5. detail 


detail 
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The principle of Big picture-little pictures is used frequently when you 
study. Each time you highlight, take notes, rearrange information, or make 
mappings, hierarchies, or outlines, you are using this important principle of 


memory. 


when you use self-quizzing or self-checking when you study. If you are involved 
in marathon studying or cramming, you do not have sufficient time for feed- 
back. The main feedback from cramming comes after you have taken a test. 
Feedback should occur frequently before test time. 

Several study techniques can provide feedback as you are learning. Reciting 
is the most frequently used form of feedback. Reciting can be used after you 
read a paragraph, underline, take notes, practice from flash cards, or use other 
visual study tools. Writing summaries can be effective feedback. At the end of a 
section in the chapter and at the end of the entire chapter, practice writing a 
summary of what you have read (and highlighted or placed in your notes). For 
this to be true feedback, attempt to write your summary without looking at your 
notes or your book. Then check your accuracy by comparing the summary to 
your notes or the book. 

You can also draw mappings or pictures without looking at your notes or 
the book. Compare your drawings to the original ones. Check your accuracy, 
and add any details you missed when you drew from memory. This same 
process can be used to reproduce the visual mappings found at the beginning 
of each chapter in this book. Finally, as you work through a chapter, write your 
own test questions. Once you have finished with the chapter, quiz yourself. 
This gives you feedback that is similar to the feedback you receive during tests. 
If the chapter has chapter questions, sample exercises, or quizzes, complete 
these sections even if they are not assigned. This extra effort will provide 
you with feedback that can help you focus your attention on areas that need 
additional work. 


i n refers to a meaningful, logical structure or arrangement of ideas. 
Organiz nas a principle of memory does not refer to organizing furniture, a 
study area, notebooks, or assignments. 

If you sit at a computer keyboard and begin punching in random com- 
mands and information, the computer may not accept what you have entered. 
The mind works in much the same way. The information you want to put into 
your long-term memory must be organized in a meaningful, logical way if you 
want to access it later. When you try to retrieve information from long-term 
memory, your mind searches through the different “files” of information you 
have stored. If you “threw everything into your memory” without filing it prop- 
erly, or without associating it with clusters of information, you would have dif- 
ficulty locating the information you thought you learned. 

This principle of organization explains why rote memory of small, individ- 
ual facts is not a very reliable memory. Rote memory involves repeating a fact or 
detail in the exact words each time. Information learned through rote memory 
may be in your long-term memory but may be difficult to find. Ifa teacher asks 
you a question that is stated differently from the way you memorized the infor- 
mation, you will not be able to use the memorized detail effectively. You may 
not even recognize that the question and what you learned are related. 

The order in which information is presented in a textbook or in a lecture 
may not be the most logically organized way to study the information. 
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Elaborative rehearsal often involves rearranging the information into more con- 
cise and more logical ways. The following six ways are often used to rearrange 
information for more effective studying: 


1. Place the information in chronological order to show the sequence of 
events over a period of time. 


2. Categorize the information. Look for logical groupings within the 
information you are studying. Rewrite the information into lists. 


3. Place the information alphabetically into lists or groups. 


4. Rearrange the information into a visual graph or visual study tool. This 
may include organizing the information into a visual mapping, a hierarchy, 
a time line, a comparison-contrast chart, or a flow chart. 


5. Organize the information around a visual graphic, which may be any kind 
of picture. The picture becomes the point of focus. The words are used as 
labels for the visual graphic. 


6. Organize the information into a set of Cornell notes, outlines, or flash 
cards. Flash cards will be discussed in Chapter 8. Cornell notes will be 
explained in Chapters 9 and 10. 


efers to the t of time you spend involved in the learning 
ocess. There is a high correlation between the amount of time spent studying 


“and the’grade earned in a course. Students who spend too little time studying, 
for whatever reason, tend not to do well in the class. Students who spend ample 
time on the task of studying tend to show greater success. Chapter 3 discusses 
time management strategies; however, one strategy that is valuable to know at 
this time is the 2:1 ratio. The 2:1 ratio states that for most college courses, suf- 
ficient time on task will occur if you study two hours for every one hour in class. 
If your class meets for three hours a week, study six hours a week for that class. 

HOW you spend time on task is also important. If you overload your mem- 
ory system by trying to study too much information at one time or for too long 
of a time period, the ability to comprehend and remember what you have read 
decreases. An ideal study block for adults is a fifty-minute period of concen- 
trated studying. Then, if you wish to study for more than one hour, take a ten 
minute break. Avoid studying for more than three hours in a row. Marathon 
studying, also known as massed studying, occurs when you try to study for 
more than three hours in a row. Marathon studying in most cases is ineffective. 
Distributed practice, or distributed studying, is much more effective; with this 
method, studying is done in several different study blocks spread throughout 
the week. 


Ongoing review, or practicing what you have stored in long-term memory, _ 
makes information mu i asier to retrieve quickly~Fhe 2:1 _ 


ratiotsTecommendeé iO usually provides you with “extra” time 


to use each week to review previously studied information. You should never be 
idle during a study block or be able to say, “I have nothing to study.” When you 
apply ongoing review, information remains active and fresh in your mind, and 
you can avoid last-minute cramming. 


ae 
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Y EXERCISE 2.5 Using the Memory Principle of Association to Create Acronyms 


Acronyms are words made from the initial letters of key words of items you need 
to learn. Acronyms use the Principle of Association. Once you have the acronym 
memorized, associate each letter of the acronym to the word it represents. SAVE 
CRIB FOTO is an acronym. Use this acronym to name the twelve principles of 
memory. 


A classic acronym is the word HOMES to name the five Great Lakes. Try naming the five Great Lakes 
below. 


H O M 


se S 


Use these steps to create and use an acronym: 
1. Make a list of the first letters of key terms. Use only one letter per item. 
2. Be sure that you have at least one vowel and that you do not have to list the items in order. 
3. Look at the letters available. Rearrange the letters until you create a word. 


4. Memorize the word and practice “translating” the word by reciting what each letter represents. 


Now try making an acronym for each of the following: 


When a child has the stomach flu, feed the child bananas, rice, applesauce, and toast. 


Acronym: 


The four voices in a quartet are the alto, bass, tenor, and soprano. 


Acronym: 


, More acronyms can be found on the web page. 
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Sy exercise 2.6 Critical Thinking 


1. Draw and label the Information Processing Model. 


2. Use the numbers below for each of the twelve memory principles. Place the numbers on the 


Information Processing Model in all locations where you believe that memory principle is actively 
used. Numbers may appear in more than one place. 


iSelectivity 5. Concentration 9. Feedback 

2. Association 6. Recitation 10. Organization 
3. Visualization 7. Interest 11. Time on Task 
4. Effort 8. Big and Little Pictures 12. Ongoing review 


. Review the information about the Principle of Big and Little Pictures (page 38) and the Principle of 


Organization. Use this information to organize Howard Gardner's Theory of Multiple Intelligences in 


a meaningful, logical way. The Principle of Visualization (page 36) can then be used by adding pictures 
and color to your work. 
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QB EXERCISE 2.7 Principles of Memory Checklist PRINCIP 


The following checklist can be referred to any time you wish 
assess your study strategies. Ask yourself the following 
questions: 


1. Before a test: 
Am I using all the principles of memory to study and pre- 
pare for this test? 


“ie + 


Pee 5 aR! | 
HiMTBIIE 


2. After a test: 
Which principles of memory did I use consistently and : 
were they beneficial? Which principles of memory did I 
not use? How did they perhaps influence my grade? How 
can I work them into my study strategies? 


! 
, | 


3. Throughout the term: 
How can I modify or personalize my approach to study- 
ing by incorporating more of the principles of memory or 
by using them in a different way? 


Memory Checklist ocean fea 
Selectivity: I carefully select the important ideas and supporting details. I spend my time 


studying this information. 


Association: I take time to associate the new information to the information I already 
know. I look for ways to link two pieces of information together. 


Visualization: I make pictures and movies in my mind of the information I am learning. I 
practice seeing these pictures without looking. 


Effort: I willingly apply effort to the process of studying and learning. 


Concentration: I use concentration techniques when I study. I strive to keep my attention 
focused on the material I am studying. 


Recitation: I practice information by saying the information out loud and in complete 
sentences. If Iam not able to recite, I use this feedback to study the information further 
until I can explain it in my own words. 


Interest: I take the responsibility to make the information I am studying interesting. If I 
have no genuine interest in the subject, I create one. 


Big and little pictures: I actively look for big ideas, categories, or concepts. I also focus 
on little pictures, the details that together support the big picture. 


Feedback: I use feedback in my study methods by questioning and quizzing myself as I 
study to be sure that I really understand the material. 


Organization: I rearrange or organize information chronologically or categorically so that 
it is easier to understand. I may also make notes, flashcards, lists, mappings, and tapes or 
create mnemonics. 


Time on task: I use my time management skills so that Iam able to schedule enough time 
for studying, rehearsing, and making appropriate study tools. 


Ongoing review: I take time to continually review information that I have previously 
learned. I actively practice retrieving information from memory. 


44 PART ONE _ Understanding How You Process and Learn 


mee, Ww Exercise 2.8 Discussing Case Studies 


In the following examples, students in a psychology class are successfully learn- 
ing new information. Examine the techniques used in each situation. Identify at 
least one major memory principle being used in the study technique. Explain 
specifically why you chose this technique. 


1. Marsha is learning that different regions in the brain receive information from different senses. The 
occipital lobe receives visual information. The temporal lobe receives auditory information. The pari- 
etal lobe takes in information from the skin. Marsha drew a picture of the three lobes and paired the 
pictures with pictures of eyes, ears, and skin. 


Principle: 


Explain: 


2. Damon knows he learns best when he can discuss information with others. A midterm is scheduled in 
two weeks. Damon asks other students in class to join him in a study group. Because of his enthusi- 
asm and enjoyment of the subject, many students ask to be a part of the study group. 


Principle: 


Explain: 


3. Elena has found that using flashcards helps her tremendously. She writes psychology terms on one 
side and definitions on the other. She works with all her cards for the course at least once a week. She 
very conscientiously sorts the cards by the ones she knows and the ones she needs to study further. 


Principle: 


Explain: 


4. Curt has a thirty-page chapter that needs to be read by the end of the week. He knows a class discus- 
sion is planned, and he wants to be prepared. He also knows that he does not comprehend well or 
retain information well if he tries to do all the reading and studying the day before the class. Curt 
makes a schedule for the week and plans sufficient time to read one section a day and study that sec- 
tion thoroughly. His plan also includes a time Friday morning before class to review his notes for each 
section of the chapter. 


Principle: 


Explain: 
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QB EXERCISE 2.9 Discussing Application 


Work in groups of three or four. Each person needs to select any textbook that he 
or she is currently using in another class. Open the book to one specific chapter 
and discuss with the group the following topics: 


1. How can you apply the Twelve Principles of Memory to studying from this book? 


2. How can you use the rehearsal path, feedback loop, and retrieval path effectively when you study for 
this course? 


3. How can you use your preferred modality to study for this course? 


4. How can you make use of your multiple intelligences and multi-sensory learning strategies in this 
given course? 


WB EXERCISE 2.10 Expanding Chapter Mappings 


You can create a visual study tool by expanding the chapter mapping found at the 
beginning of each chapter. Visual mappings are a creative study tool that can be 
developed many different ways and still be “correct.” Follow these steps to expand 
a chapter mapping: 


1. Look at the basic structure or “skeleton” of each chapter mapping. Notice that the chapter title is in 
the center of the mapping. Each box that extends from the center of the mapping is a main heading. 
For Chapter 2, the two main headings are “The Information Processing Model” and “Twelve Memory 
Principles.” 


_ a a ee — x 


linguistic, 
Cueto motor | 
Sensory trap Rehearsal 
Path 
a The Cselhauiz ) 
—— | peas ero Information 
Processing Model Feedback 


schemas 


nae 
etalls 


rote memory 
VS. 

elaborative 

rehearsal 


Processing 
Information into 
Your Memory System 


pe ok LTM ractice 
picture Memory Retrieval Coutput ) 
. . e e g 
in mind Principles Path © 
determination prone 
Focus Self-quiz 
Talk—own words Reorder 
Curiosity 2:1 
Practice over & over 


Concepts/details’ 


Athenee 


46 PARTONE Understanding How You Process and Learn 


2. Your role in expanding this mapping is to begin by adding all the subheadings to the main headings. 
The subheadings are in the left-hand margin and are printed in bold, black print and are underlined 
with a blue line. To do this, place the subheadings around the headings. Connect them to the headings 
with lines. You may arrange them in a variety of ways and place them inside any shape that you wish. 


3. Then add any additional key words or short phrases that serve as retrieval cues to remind you of impor- 
tant concepts related to the subheading. 


4. Personalize the mapping by adding colors and, if you like, pictures. 
5. Amore detailed explanation of visual mappings is discussed in Chapter 11. 


Expand the Chapter 2 mapping using your own creative ideas. If you have a graphics program or spread- 
sheet program on your computer, you may want to experiment creating the mapping on the computer. 


| | 
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Web-site links are available online. 


Computer Projects 


Group Web-Search Activity is available online. 


graphics and color if they are available. 


sheet program. 


Case Studies are available online. 


SUMMARY 


@ The six-part Information Processing Model 
explains how information is learned. 


- Use your computer to create an attractive poster that shows the twelve memory principles. Add 


. Use your computer to expand the chapter mapping by using a flow chart, graphics, or spread- 


. Use a tables program or columns to create a vocabulary study sheet for the important terms to 
know in the chapter. 


@ The memory phrase SAVE CRIB FOTO is a way 
of remembering the twelve principles that can 
be used to strengthen your memory. 


1. Sensory input is received from stimuli in the 
environment. 1. Selectivity 

2. Short-term memory briefly stores the infor- 2. Association 
mation. 3. Visualization 

3. Information moves along the rehearsal path, 4. Effort 
where it is practiced. 5. Concentration 

4. Information that is not yet learned is 6. Recitation 
rerouted through the feedback loop. 7. Interest 

5. Effectively learned information is imprinted 8. Big picture-little pictures 
and stored in long-term memory. 9. Feedback 

6. When learned information is needed, it is 10. Organization 
pulled out of long-term memory and moved 11. Time on task 


along the retrieval path. 


OPTIONS FOR PERSONALIZING CHAPTER 2 


. Ongoing review 


1. PROFILE CHART—PERSONAL LOG Answer the following questions in your personal log. (Refer 

to page 24 in Chapter 2.) 

What score did you have on the Chapter 2 Profile? 

Do you see yourself actively using the rehearsal and the retrieval paths when you study? Explain your 
answer by giving specific examples or details. 

Which memory principles do you frequently use when you study? Give examples as to how you use 
them in other courses. 

Which memory principles have you under-utilized in your approach to studying? Explain ways you 
can incorporate them more consistently in your study methods. 
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. WORDS TO KNOW 
Information Processing Model schemas concentration 
sensory input imprinted recitation 
sensory stimuli long-term retrieval interest 
short-term memory (STM) output big and little pictures 
rehearsal path twelve memory feedback 
encoding principles organization 
linguistic coding SAVE CRIB FOTO time on task 
visual coding selectivity 2:1 ratio 
motor coding association marathon studying 
rote memory memory search massed studying 
elaborative rehearsal retrieval cue distributed practice 
feedback loop visualization ongoing review 
long-term memory (LTM) effort acronyms 


. WRITING ASSIGNMENT 1 You have learned a great deal of information in this chapter about the 


process of learning. Look back on your previous school history. How did your lack of knowledge about 
the way people (and you) learn affect your success in school? How do you predict this new knowledge 
will affect your learning outcomes this term and in the future? In other words, is this information 
valuable and can it be applied to your academic world? 


. WRITING ASSIGNMENT 2 Discuss ways the memory principles are used outside of the academic 


world. What are everyday applications? Be creative and explore a variety of applications. Include suf- 
ficient details to explain your thoughts. 


. PORTFOLIO DEVELOPMENT We truly are on the frontier of understanding the capabilities of the 


human brain. Almost weekly, new discoveries are made about the brain’s functions, malfunctions or 
disorders, capabilities, chemistry, and much more. Conduct an electronic search in the library for 
three or more magazine articles that discuss some aspect of the human brain, learning, or memory. 
Select articles that have been published within the last five years and articles that are related to the 
same general topic. Locate the articles and read them carefully. Decide on the method that you would 
like to use to present the information you located. The method of presentation should reflect your pre- 
ferred modality or one of your stronger intelligences. The following articles may be of interest to 
include in your search: 


“Total Recall,” GO, October, 1996 
“Wired for Miracles,” Psychology Today, May/June, 1998 
“Brain Food: How to Eat Smart,” Psychology Today, May/June, 1996 
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CHAPTER 


Time management, 
perhaps the most essential 
of all study skills, is an 
organized method for 
planning the use of your 
time to reach goals. Does 
a lack of time create stress 
in your life? Do you have 
too little time for family or 
friends? Does time control 
you, or do you control 
time? Do the patterns of 
your weekday and your 
weekend make you feel as 
if you are on a roller 
coaster? Do you have to 
cram to get ready for 
tests? This chapter 
teaches you strategies to 
manage your time and 
create a more fulfilling 
balance in three important 
areas of your life: school, 
work, and leisure. 
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CHAPTER 3 Time Management Profile 


DO, SCORE, and RECORD your profile before you read this chapter. If you 
need to review the process, refer to the complete directions given in the Profile 
for Chapter 1 on page 2. 


YES 


. [schedule specific times to study during the weekend. 


. Loften choose to spend time with friends instead of studying. 


. I try to make each scheduled day different so that I don’t get bored. 


. [recognize the times during the day when I am the most mentally alert. 


. Linclude review time in my study blocks each week. 


. If my assignments are done, I use my study time for social activities. 


. Luse a weekly schedule to organize my studying, work, and social life. 


. Friends or family members often interfere with my plans to study. 


So CO NTO ON Bw NY 


. I study for more than three hours in a row. 


— 
i=) 


. I study my least liked subjects late at night. 


—_ 
— 


. For most three-credit classes, I study six hours a week for each class. 


— 
i) 


. [avoid time management because I prefer to be spontaneous and do things 
when they need to be done. 


Self-Awareness: What is your current attitude toward time management 
and scheduling time for one-week time periods? What past experiences may 
have influenced your current attitude? 
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“"] Pie of Life 
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Attend classes 
Do homework 
Study with a partner 
Make study tools 
Work in a study group 
Prepare for tests 
Review work 
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As a student, you need to continually balance three main areas in your life: 
school, work, and leisure. It is not likely (or desirable) that your Pie of Life will 
be divided into three equal sections. How the pie is “sliced” will differ from one 
person to another. Your goals, needs, and interests will shape your choices in 
each of these areas. Feeling confident, challenged, satisfied, fulfilled, happy, 
and in control can be signs that you have done well in balancing the three main 
areas of life. Frequent bouts with negative feelings, emotional responses, and 
resentments can be signs that the three areas of life need to be examined and 
rebalanced 


SCHOOL 


Go to full- or 
part-time job 

Be an active parent 
Do household chores 
Run errands 


LEISURE 


Spend time with family 
Spend time with friends 
Pursue hobbies 
Enjoy recreation 
Have personal time 


Pie of Life Your Pie of Life 


Draw your current Pie of Life in general terms. Divide your pie into three 
sections to show approximately what percentage of your waking hours you 
spend in the three main areas of school, work, and leisure. Is the amount of time 
in each area satisfactory, too much, or too little? 

You have only so many hours in a day. If one of your areas of life does not 
have enough time, you need to take time from somewhere else in the pie. If you 
have too much time in an area, you need to use time differently or give it away 
to one of the other areas of the pie. This time-management technique is called 
the increase-decrease method. A chart following contains suggestions for 
balancing your pie more satisfactorily. 

Once you have identified areas that could be adjusted for a better balance 
in your life, the questions then become How do I get started? Where can I find 
time to do all these new things? If you are willing to be flexible and to try 
some new strategies, this chapter has strategies that can help you gain control of 


your time. 
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USING THE INCREASE-DECREASE METHOD TO BALANCE YOUR PIE 


PROBLEM 


POSSIBLE SOLUTIONS 


Too Little Time for 
Family or Friends 


NO 


mm & 


. Reduce the amount of time spent on other leisure activities. 
. Explore reducing or changing work hours if possible. 
. Reduce the hours doing chores by seeking more help from other members in 


. Reduce school hours by taking fewer classes. 
. Reduce time spent studying by learning more efficient study techniques. 


the household or by using goal setting to do chores more efficiently. 


Too Little Time for 
School 


N 


. Reduce social time; make school a greater priority. 
. Maintaining some social time is important, but consider creating more 


. Reduce work hours, if possible, to make more time for studying. 


. Reduce the number of classes you are taking so you have enough time to do 


. Examine the combination of classes you are taking; consider alternative 


“meaningful” or “quality” social time and eliminating the less significant time 
spent with friends or family. 


Consider applying for scholarships, financial aid, grants, and/or loans to 
replace income if the hours at work are reduced. 


well in fewer classes. 


classes if all your classes have heavy reading or writing requirements. 

Learn time-management techniques so you make better use of your time. 
Use the self-discipline needed to study during study blocks allocated on your 
time-management schedule. 


Too Much Leisure 
Time 


Ne 


. Increase school time by adding another class. 
. Increase work hours, if possible, or volunteer your time at a local agency or 


community program. 
Pursue new hobbies or set new goals. 
Get involved with campus or community organizations. 


Circadian Rhythms 


Circadian rhythms are the daily cycles or patterns of your body. They are tied 
to sleep, low energy times (slumps), medium energy times, and high energy 
times (peaks). Even though clocks work at a consistent rate on a twenty-four- 
hour cycle, your body does not. People have natural body cycles —times during 
the day when they are more alert and times when they are in a “slump.” Being 
familiar with your own circadian rhythms is knowledge that can be put to good 
use when you begin to construct your weekly time-management schedule. 
Many studies have been conducted on circadian rhythms. These studies 
show that most people fall into certain circadian rhythm patterns. However, no 
circadian rhythm pattern fits all people. Individual differences are involved and 
individual patterns occur that are a result of modifications imposed by other 
circumstances, such as a graveyard shift job. You very likely already have a 
sense of your circadian rhythms. Exercise 3.1 will examine your own cycle 
further. Once you know your patterns, you can try to arrange tasks on your 


time-management schedule so they are compatible with your “peaks” and 
“slumps.” 
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BQ EXERCISE 3.1 Discovering Your Peaks 
and Slumps 


The chart on the right shows typical hours of a day. 
Below is a list of activities. Decide when during the 
day you prefer to do each activity. Write the activity 


number on the chart in the correct time slot. You may 


place an activity in more than one time slot. 
When would you prefer to 
1. concentrate on memorizing 
. work on hard math problems 
. sit and relax 
. take a nap 
. do creative writing 
. do household chores 
. sit and talk with a friend 


. write a speech or plan a class presentation 


Oo mont A wu FB WwW WY 


. exercise or work out 

10. do easy review work 

11. do problem-solving kinds of homework 
12. type or copy notes 

13. move around; too restless or sleepy to sit 
14. eat 

15. organize your notebook, notes, or study 


materials 


Looking for Patterns 


SS 
5:00 A.M.— 7:00 A.M. Z = 


7:00 A.M.— 9:00 A.M. 


9:00 A.M.—10:00 A.M. 


10:00 a.m.—12:00 noon 


12:00 noon—1:00 P.M. 


1:00 pM.— 3:00 P.M. 


3:00 pM.— 5:00 P.M. 


5:00 pM.— 7:00 P.M. 


7:00 p.M.— 9:00 P.M. 


9:00 p.M.—11:00 P.M. 


11:00 p.m.— 1:00 a.m. 


Follow the directions below. Place a symbol on each number in the chart that you 


completed above. 


On your chart, STAR: | egies pel | 


These activities require peak alertness and concen- 
tration. These times are good times for you to do the 
“serious studying.” 


On your chart, CIRCLE: | 10, 12, 15 


These activities require a lower level of concentration. 


On your chart, BOX IN: | 3, 4, 6, 7, 9, 13, 14 


These activities can be done without much concen- 
tration. These hours are your “slump” hours for 
studying; try to avoid putting study blocks at this time 
of day. 
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Now look for patterns in your time chart. If a time block has all stars or stars and 
circles, this could be an excellent study time block for you. If a time block has all 
boxes, this is not a good study time. If you have time blocks that have mixed 
symbols, these could still be used for effective studying IF you use concentration 
strategies that keep your mind focused and keep you away from the “other ten- 
dencies” you might have at that time. 


For the Record 


1. What are your best times for high concentration? 


2. What are the times for medium concentration? 


3. What are the times for low concentration? 


4. Do you think you will be able to use the high concentration and medium concentration times for 


” er 


studying this term? ___———sEExxpplain: 


SN EXERCISE 3.2 Estimating How You Spend Your Time 


Down the left-hand side of a sheet of your own notebook paper, make a list of all 
the general categories of activities you do in the course of an average week. For 
example, you might have these kinds of activities on your paper: fixing meals, 
shopping, kids’ soccer, TV, talking on the phone, laundry, a hobby, family time, 
volunteer work, job, errands, church, classes, studying, sleeping, eating, house- 
hold chores, yard work, fun reading, painting, bowling, listening to music, and 
so on. 

After you have your list made, ESTIMATE the amount of hours you spend on 
each activity during the course of a week. When you finish, total up your hours; 
your total should be 168 hours for a week. Be 
ACTIVITIES HRS 3 careful not to count one activity in two differ- 
ent categories. Make a right-hand column. 
Write Good if the amount of time spent in that 
area feels about right to you. Write Too Much 
or Too Little if those are your feelings. This 
information will help you see areas that need 
“balancing” or areas that have surplus time 
—— — | thatcould be transferred to an area that needs 
more time. Your paper should look like the 
drawing on the left. 


O 
SPNOADRAYN = 
| 


Total: 168 
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Using Goals of Time Management 


Strive for Balance 


Bao BR Oo N So AS OL ak CACO 


Create Patterns 
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Include Time for 
Your Goals 
SUPT LNT 


Establish Good 
Health Habits 
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Goals of Time Management 


The goal of time management is to become a more effective time manager. 
Knowing how to be a time manager will enable you to monitor and regulate 
your hours and your activities. Your schedule will be your guide to provide 
structure to your week, to help you make the best use of the hours in a day, and 
to help you achieve the goals that you value. Making a commitment to time 
management will result in less procrastination and more time for your friends, 
family, and leisure. Your life will have less stress and be more rewarding. You 
will have greater self-confidence and self-esteem. Yes, all that can really happen 
when you become your own time manager. 

The following goals are valuable goals for time managers to use as they 
begin the process of planning their time. 


1. Strive for balance. 
2. Create strong patterns in your schedule. 
3. Include time for your goals. 

4. Establish good health habits. 


As you develop a weekly schedule for studying, check that you have included 
enough time for work/chores and leisure/social activities. Your schedule should 
show a commitment to important goals, such as school, but it should also 
reflect the need for social, recreation, and leisure time. 


Your schedule will be much easier if it follows consistent patterns. Instead of 
having each day of the week be different, you might try creating some similari- 
ties among the days. The following examples show several kinds of consistent 
patterns that make following a schedule easier: 


1. Study for a specific class the same time each day or the same time on 
alternating days (MWFS). 


2. Plan peak-energy times as study periods every day. 


3. If you are ona Monday/Wednesday/Friday and a Tuesday/Thursday schedule 
for classes, try to have M/W/F look the same and T/TH look the same. 


4. When possible, include similar time blocks each day for family, exercise, 
hobby, other goals, meals, and sleep. 


Whenever you make a time-management schedule, give some thought to your 
goals. List your goals for school; schedule sufficient time to better assure 
you will reach your goals. Also, pay attention to your personal goals and 
work/chores goals. Your commitment to your goals should be reflected in your 
schedule. Techniques for goal-setting are presented in Chapter 4. 


To keep your energy high and emotions positive, do not neglect your health. 
Remember to include time for health-related areas such as nutritional meals 
and adequate sleep. Plan to go to bed early enough each night so that you can 
get the amount of sleep you need. Schedule time to slow down, relax, and enjoy 
three nutritious meals. Plan time in your schedule for exercise. Adequate sleep, 
meals, and exercise all contribute to a healthier, well-functioning body. 
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Creating a Weekly Time-Management Schedule 


Write in Fixed 
Activities 


Add Fixed 
Study Times 
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Each Sunday spend a few minutes planning your schedule for the upcoming 
week. Keep this schedule in the front of your notebook. Refer to this schedule 
whenever you wish to make new plans or set up appointments. By using the fol- 
lowing steps to create your weekly schedule, you can feel confident that you 
will have a more balanced weekly routine. 


Creating a Weekly Time-Management Schedule 


if 


Write in all your fixed activities. 

Write in your fixed study times for each class. 

Add several flexible study blocks. 

Add times for specific goals and other responsibilities. 
Schedule leisure, family, and social time. 


Fixed activities are activities that do not change from week to week or are spe- 
cial appointments that cannot easily be rescheduled. Class times, work, meet- 
ings, meals, and sleep are all fixed activities. Begin your weekly schedule by 
filling in all your fixed activities. Look at the time-management schedule shown 
on page 60 to see how fixed activities are written on a weekly schedule. 


Due to work schedules, family schedules, and other obligations you may have, 
finding sufficient time to study sometimes seems to be a difficult task to do. 
However, in learning about the memory principles of time on task and ongoing 
review, you understand the importance of planning a study schedule with fixed 
study times that allot enough time to complete the reading and writing assign- 
ments, cre ise elaborative rehearsal and retrieval strategies. 

atic r ying two hours for every one hour in 
class, isa a Coane forrauls eae most classes. There are some classes that 
truly do not require use of the 2:1 ratio; there are oer classes in which the 2:1 
ratio will be too little. [f you choose not to use the 2:1 ratio for a specific class, you 
should be able to clearly justify your reasoning. When you first begin using the 2:1 
ratio, you may think the ratio gives you too many study hours per week. This is 
especially true if you interpret studying to mean “just get the reading or the 
homework done.” However, as the term progresses, you will likely find that the 
2:1 ratio does indeed provide the study hours needed to do well in the course. If 
you sit down to study and you have completed all the reading or all the written 
assignments, use the time to review, review, review. You can review the work you 
just finished, and you can review the work from previous weeks. Use the time 
for self-quizzing and to make personal study tools to use for later reviews. 


Consider incorporating the following suggestions in your weekly time- 
management schedule when you start to schedule your study blocks. 


1. Study during your alert times of the day whenever that is possible. 
Concentration is easier to achieve during these times, and you tend to be 
more task-oriented or productive. 


2. Study your hardest or your least-liked subjects early in the day. Often the 
tendency is to delay studying for these classes until the end of the day when 
you are likely to be more tired and less interested or motivated. 


3. If possible, study right before a class in which you are expected to discuss, 
debate, or participate, such as a foreign language class. Study right after a 
class in which you take a lot of lecture notes or have “problem sets” such as 
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math classes so that you can work with your notes or start on assignments 
while the information from class is still fresh in your mind. 


4. Plan to study one subject for about a fifty-minute time block. If you study 
for a shorter amount of time, you don’t have the advantage of getting very 
involved with the material. If you study for more than fifty minutes, your 
comprehension, concentration, and recall or retrieval abilities may begin 
fading. After fifty minutes, take about a ten-minute break. 


5. Try to have at least one study block every day of the week. Balancing your Pie 
of Life is easier if there is some studying, some working, and some leisure 
time every day of the week. Spreading the studying blocks throughout the 
week, also known as distributed practice, promotes stronger memory and 
recall of the information you are studying. 


. which is also known < 


information and processing what you worked on earlier. Tee are a few 
circumstances, however, in which marathon studying may be effective. 
When you are involved in tasks that involve creativity, such as painting, 
constructing a model, or writing a research paper, it may be difficult to 
leave for a few hours and them come back and “step back” into the same 
level of creativity. So, if the creative juices are flowing, stay with the task. 


With these suggestions in minds, you will need to give thought to available 
hours that can be designated as study blocks. Label the study blocks by identify- 
ing which class you will study in each study block. By designating study blocks 
for specific classes, you can verify that you have planned to use the 2:1 ratio and 
that you will be creating the habit of spending at least fifty minutes with one sin- 
gle subject. Look at the time-management schedule on page 60. Note how the 
study blocks are labeled and how they identify which class to study at that time. 


In addition to your regular study blocks, schedule a few study blocks that say 
“flex.” These are safety nets to use in case you have an unexpected assignment 
or you have underestimated the amount of time needed to study. You can use 
this flex time as needed. If you do not need it for schoolwork, convert the flex- 
time into free time. 

Note: Before scheduling goals, responsibilities, and leisure activities, all of 
which may vary each week, you may want to photocopy your schedule showing 
fixed activities, study blocks, and flextimes so you don't need to redo the first 
three steps each week when you make a new time-management schedule. 


Schedule time to work on any goals you have that are not school related. If you 
have a goal to clean the garage, exercise three times a week, do leisure-time 
reading, and so forth, plan time to work on these goals. If you don’t have time 
set aside, you will probably not find the time to work on these goals. If you have 
any other responsibilities, such as household chores, schedule time to complete 
these tasks. Your schedule can show specific times for the chores that you need 


to do. 


You can schedule all the remaining time blocks for friends, family, and yourself. 
Write specific plans or events on your schedule. Having social and leisure time 
is important; if you do not have enough time on your schedule, look for ways to 
reduce other areas so that you can find a comfortable balance. 
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WEEKLY TIME-MANAGEMENT SCHEDULE 


For the week of Oct. 10-15 


Time Mon. Wed. Thur. 


12- 6:00 a.m 


- 


EAT, GET 
9-10:00 a.m. a 
CUASS ‘ 
10-11:00 a.m. COMPUTER COMPUTER COMPUTER COMPUTER COMPUTER 
CEASS LAB GEASS LAB CEASS 


ALGEBRA 
CEACS 


STUDY PSYCHOLOGY 


CHURCH 


BRUNCH 


=| 


STUDY 
ALGEBRA 


2- 3:00 p.m. COMMUTE °c al { 


STUDY 
ALGEBRA 


ALGEBRA 
REE 


HOOP FISHING | 
3- 4:00 P.M. pale HOOFS FLEX HOOPS FLEX 
; STUDY 
ALGEBRA 
4— 5:00 p.m. EARLY 


DINNER [®  SHOOT HOOPS. ———_—_____» { 


5- 6:00 P.M. COMMUTE + — DINNER. FLEX DINNER 
6- 7:00 P.M. ae FAMILY TIME — DINNER A 
STUDY 
7 e00rm. | NHR V en 
CLASS 
STUDY 
ANTHRO, 
EY SOCIAL SOCIAL ca 
WEEKLY 
y TIME TIME SCHEDULE 


eS 
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SN EXERCISE 3.3 Discussing Key Features of a Weekly Time-Management Schedule 


Work with a partner or a small group to answer each of the following questions 
about the weekly schedule shown on page 60. 


1. One goal of time management is to create a lifestyle that has balance. Balance occurs when the three 
parts of the Pie of Life are balanced for the individual. Only that individual truly knows if the pie is bal- 
anced or not. However, a time-management schedule can be analyzed and general statements can be 
made about its effectiveness. 

Devise your own system for “counting hours.” Decide how many hours on the weekly schedule are 
shown for each of the areas of the Pie of Life. Refer back to the Pie of Life chart on page 53 to see the 
types of activities that fit under each category. 


hours for school hours for work __——_—«rhours for leisure 
Do you think this is an effective balance? Why or why not? 


2. Schedules are often easier to follow and to make habitual when they consist of some consistent pat- 
terns for the week. These patterns work as anchors to stabilize the other activities of the week. Identify 
at least five different patterns you see in the weekly schedule. 


3. As areview, define the term flexible study times: 


How many flex times are on this weekly schedule? 


4. Identify and list the classes this student is taking this term. Then count the total number of hours 
studying for each class. Write your findings below. 


Classes Hours Classes Hours 


Is the 2:1 ratio used for each class? ______ Explain. 
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BS Exercise 3.4 Taking a Closer Look at the 2:1 Ratio 


Select any one of your classes this term for this exercise. On your own paper, 
write today’s date. After the date, briefly name or list ANYTHING that you did 
TODAY to study or prepare for the class that you selected for this exercise. If you 
did not do any work for the class this day and/or if you did not plan to do any 
work for the class this day, that is fine. Simply write the word Nothing. Keep this 
log running for three full weeks. Remember each day to jot down quick notes to 
tell what you did for the selected class. 

At the end of three weeks, analyze your notes. Write a short reflection paper 
(a paper with your observations and reactions) about the amount of time spent 
for this selected class. Did you in fact use the 2:1 ratio? If not, why not? Did you 
need more hours or did you use fewer hours? Did you have enough time to do 
more than just the assignments? If yes, what type of elaborative rehearsal or 
study strategies did you use? (If you are developing a portfolio for this class, you 
could continue monitoring your work for this course for the rest of the term.) 


SN Exercise 3.5 Creating Your Weekly Schedules 


A time-management form is on page 63. Make several copies of the form before 
you create your first weekly schedule. Follow each of the steps below. Work first 
in pencil as you may need to adjust the schedule before you are completely done. 


1. Mentally walk through each day on your schedule. Is your schedule realistic? Have you allotted 
enough time between activities so that they can happen on time? Have you allowed time for commut- 
ing? Have you included consistent patterns from day to day and week to week so that your schedule 
will be easy to learn? If you cannot “see” yourself getting through the day as you have it scheduled, 
adjust your schedule before you begin the week. 


2. Use color-coding on your weekly schedule. Specific activities and the overall patterns on your sched- 
ule are more apparent when items are color-coded. Use a color-coding system that makes sense to you. 
You may want to use one color for all your leisure activities, one for your household chores, one for 
employment, one for time in class, and one for study blocks. 


Experiment with a time-management schedule for three weeks. During 
the first week, record your successes of “staying on schedule.” Place a star on 
the time blocks that were spent as you had planned. Circle the blocks of time 
during which you did not do what you had planned to do. At the end of the first 
week, look for times in which you did not stay on schedule. Figure out why this 
occurred. If you placed specific kinds of activities in time blocks that simply 
were not compatible with the task you planned to do, use this information to 
modify the schedule for the next week. Create a second and then a third time- 
management schedule. Each week you should see increased successes “living 
your schedule.” Remember, to make time management work, it is important to 
make the commitment to be flexible and willing to try this new system. Three 


weeks is usually enough time to learn to use this system and to see the benefits 
it brings. 
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WEEKLY TIME-MANAGEMENT SCHEDULE 


For the week of 


(e =] 
Time Monday Tuesday | Wednesday | Thursday Friday Saturday Sunday 
12-6 A.M. 


6-7:00 


7-8:00 L 


8-9:00 


9-10:00 


10-11:00 
11-12 NOON 


7-8:00 L 
; 8-9:00 
. 9-10:00 
te = a yams | 
10-11:00 


11-12 A.M. oi 
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Weekly Time-Management Checklist 
This checklist can be used by you or by someone else to evaluate your weekly time-management schedule 
and to strengthen it by adding any items that may have been overlooked. Write Y for Yes or N for No. 


Study Blocks 


Do you have enough study blocks set aside to study for each class? (Use the 2:1 ratio 
when it is appropriate.) 


Do you specifically label “Study” and name the class? 

Are your study blocks spread throughout the week? 

Are you spending some time studying on the weekends? 

Do you avoid marathon studying so that you do not study more than three hours in a row? 
Do you avoid studying late at night? 


Do you include flextime in your schedule? 


Fixed Activities 


Do you schedule time for three meals each day? 
Do you schedule sufficient time to sleep each night? 


Do you keep a fairly regular sleep schedule throughout the week? 


Balancing Your Life 


Do you plan time specifically to spend with your family and friends? 


Do you plan time for exercise, hobbies, or special interests such as clubs, organizations, and 
recreational teams? 


Do you plan specific time to take care of household chores and errands? 


Do you plan time to work on specific goals? 


Will the Schedule Work? 


Other 


Can you “walk through each day” in your mind and see that your schedule is realistic and 
possible? 


Are your peak energy times used wisely? 


Do you feel that your life will be more balanced if you follow what you have planned on your 
weekly schedule? 


Have you used color codes in the schedule? 


Have you referred to the term-long calendar for special deadlines or events? 


Are you also using a daily planner or a To-Do List? 
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SK EXERCISE 3.6 Final Time-Management Project 


Complete this assignment after you have developed and “lived” three weekly time- 
management schedules. Plan to turn in all three schedules with the answers to 
the following questions. Write the answers on your own paper. Include sufficient 
details in your answers to show how much you have learned or gained from this 
time-management chapter. 


1. When we first started this chapter on time management, you were asked to draw your own Pie of Life 
(page 53). In the circle on the left, draw your original Pie of Life. Then in the circle on the right, draw 
your current Pie of Life to reflect how you spend your time NOW. 


Original Pie of Life Most Current Pie of Life 


2. What changes have occurred in your Pie of Life? Are there differences between the two pies? If yes, 
which boundaries were shifted? How did you make those shifts? If there are no differences, is that the 
way you want it? If not, what changes still need to be made? 


3. What times were the most difficult times to “stay on schedule”? Why do you think these times were 
difficult? Did you show improvement over the three weeks with staying on schedule during these dif- 
ficult times? What still needs to be done? 

4. Discuss the effectiveness of your study blocks. Did you use the 2:1 ratio? Was the ratio you used 
enough to do the assignments and review previous work? Did you ever need to use the flex blocks? 
Were you studying at your most alert times of day? 


5. Discuss ways time management has affected your life and the people in your life. 


6. Will you continue to create weekly time-management schedules and use them for the remainder of the 
term? Explain why or why not. 


Using Other Time-Management Tips 
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Time-management is a highly prized skill in the work force and in the academic 
world. Learning to manage time effectively is a skill that will help you achieve 
goals, be productive, and achieve success in many different avenues of your life. 
The following tips help time management work even more effectively. 


Useful Time-Management Tips 


Inform Others of 
Your Plans 


Using Trading Time 


Use Daily Planners 


1. Inform others of your time-management plans. 

2. After three weeks with a schedule, use trading time to deal with unexpected 
events. 

. Use daily planners to list specific tasks for each day. 

. Each week, refer to your term-long calendar for specific deadlines or events. 

. Seek solutions to your individual scheduling conflicts. 

. Commit yourself to using time-management techniques for independent study 
courses, telecourses, and distance learning. 


Oo w 


Family members, roommates, partners, or friends should be informed about 
your goals to organize your time more effectively. Members of your household 
are often more supportive if they are aware of your goals and priorities and see 
how you plan to allocate your time. Posting a copy of your schedule on the 
refrigerator door helps them know when you are available and when you have 
set special time aside just for them. Involving family members in the creation of 
your schedule each week can also add structure to the week and strengthen 
communication about activities and events that are important to include for 
each person. Developing a weekly schedule in their presence often becomes 
motivation and incentive for them to create a schedule as well. 


At first your schedule may seem difficult to follow because it is new and may 
require a type of self-discipline that you have not used in the past. Try to use 
your schedule for at least three weeks. 

After you have tried following your time-management schedule for three 
weeks, you can occasionally trade time. Trading time means that you can 
switch activities. For example, if an unexpected social event appears, but you 
had planned to study, look at your schedule for that day, choose another time 
that was scheduled for social or leisure, and trade times. By trading time, you 
are still able to meet the commitment of studying and enjoy the company of 
friends; the two activities simply exchange time slots. Trading time gives flexi- 
bility, but it must be used with caution. If you begin trading time too frequently, 
you will no longer have a schedule, and you will not be strengthening your self- 
discipline to say “no” to every appealing activity that comes your way. 


Many kinds of daily planners are available in your bookstore or local sta- 
tionery store. If you wish to extend your time-management planning to include 
daily planning, select a daily planner that appeals to you. Before you go to bed 
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each night, take a few minutes to make a list in your daily planner of the tasks 
or goals you need to accomplish the next day. This To-Do List can list specific 
tasks you plan to accomplish in each study block, but it does not need to be lim- 
ited to study times. If you plan to do household chores or run errands, a priori- 
tized list of chores or errands can be listed on your daily planner. Be as specific 
as you can so your day is well-planned and you begin the day organized and 
ready to go. If you do not want to purchase a daily planner, a To-Do List can be 
made just as easily on an index card or sheet of paper. See the example of the 
daily To-Do List on this page. 


The Quick Start Checklist at the beginning of this textbook encouraged you to 
create a term-long calendar (see the frontmatter). Each week when you make 
your weekly schedule, check this calendar for any special events or deadlines. 
When special assignments, projects, events, or appointments are scheduled, 
also remember to update your term-long calendar. 


Some students find that their lives have specific circumstances that make cre- 
ating a weekly time-management schedule difficult. Be resourceful and seek 
solutions to your scheduling conflicts. Discuss your circumstances with your 
teacher or with other students; frequently they will be able to suggest solutions. 
The following problems and solutions are ones commonly presented by stu- 
dents who are learning to create weekly time-management schedules. 


1. Rotating work schedules. If your work schedule varies each week, you 
should not have a problem since you are developing a schedule each week. 
Write your work schedule first as a fixed activity. Adjust your study blocks 
and other goals and responsibilities around your work schedule. 


2. Different sleep-awake patterns. Before you photocopy the weekly time- 
management schedules, block out the times that are shown in the left-hand 
column. Write in the times that will fit your awake hours. This is acommon 
situation for people who work swing shifts or graveyard shifts. 


3. Young children at home. Young children require and deserve your time and 
attention. Their schedules are important and you should accommodate 
them when you create your schedule. Consider changing your sleep 


Use Techniques 
for Independent 
Classes 
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patterns by getting up earlier in the morning before they are awake. If your 
children attend child care, consider extending the child care an hour or 
two. Stay on campus to study during that time. Use all available time 
between classes to complete as much studying on campus before you leave 
so that more of your time at home can be devoted to your children’s needs. 


4. Not on campus five days a week. Students who attend classes only two or 
three days a week have the intention to study on the days they are not on 
campus, but many times they find they are not as productive as anticipated. 


Consider coming to campus even on days that you do not have classes. You . 


will probably study more effectively and have access to instructors, tutors, 
the library, computer labs, and other resources. If you chose your classes so 
you could have two or three days off from school, next term consider 
registering for class on all five days of the week. The days at school for 
classes will be less intense and you will have more time and energy to 
prepare for classes if they are distributed more effectively over five days. 


The same time-management techniques emphasized above also need to be used 
for independent study courses, telecourses, or distance learning courses. These 
courses, which do not have the structure of regular class meetings, demand a 
sincere commitment on your part to work with the course material on a regular 
basis. Many students initially like the idea of these types of courses; however, 
they soon find out how easy it is to procrastinate and to not have the course 
work finished in a timely manner or by the end of the term. 

Strictly abiding by the time-management techniques already presented will 
result in completion of courses that require independent study. The first impor- 
tant technique is to use the 2:1 ratio for studying for distance learning and tele- 
courses. Write the study blocks on your weekly schedule and adhere to the 
schedule. Also, commit to specific hours you will sit down to view the telecourse 
or distance learning lessons each week. This viewing time should be seen as 
“class time.” Do not allow yourself to procrastinate or push the viewing time 
into a different time block. Treat this viewing time as if it were an actual class 
time, just as if you were preparing to participate in a class. If you are taking an 
independent course that does not use videos or online instruction but only 
requires that you read and learn the content of books on a reading list, use a 3:1 
ratio. This 3:1 ratio compensates for the lack of actual class time. Be aware that 
“self-learning” many times is more difficult because you do not receive the 
steady feedback from class discussions, ideas are not clarified as they are in 
class, and you do not have a sense of whether or not you are learning the infor- 
mation seen as “the most important.” 

On your term-long calendar, write in the due dates for tests, papers, or 
projects. Refer to these deadlines when you make your weekly schedules. You 
need to remind yourself of the deadlines so that you can pace your reading and 
studying accurately enough to meet the deadlines. 

One last recommendation is to “map out” or plan the whole term. Look at 
the course syllabus. If the syllabus doesn’t give you “benchmark dates” to have 
specific parts of the course completed, make your own benchmarks. Break the 
assignments out by weeks. Write the weekly goals on your term-long calendar. 
Remember that you are assuming the role of both the planner (teacher) and the 
student; your planner/teacher role is to organize the materials chronologically 
and realistically so that you will be able to complete the course on time. Your 
student role is to commit the time, effort, and energy to learning the informa- 


tion through an independent approach. You will be required to demonstrate - 


that you truly are an organized, responsible, and independent learner. 
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Computer Projects 


. Use a weekly planner program to create your weekly time-management schedule. Use color- 
coding or shading to indicate the categories of activities for the week. 


. Create a weekly or daily “To-Do List” form that you can use to prioritize the tasks that need to 


be done. 


. Complete Exercise 3.6 on the computer. 


. Use a monthly planner program or tables to create your term-long calendar on the computer. 


Group Web-Search Activity is available online. 


Case Studies are available online. 


SUMMARY 


@ Learning to become a time manager can reduce 
or eliminate worrying, procrastination, and 
cramming. Managing time also leads to greater 
self-discipline and a more balanced, enjoyable 
life. 


@ The Pie of Life represents the three areas of life 
that need to be balanced: school, work, and 
leisure. 


@ Being aware of your circadian rhythm (body's 
cycles) can assist you in planning activities that 
are compatible with your alert and “slump” 
times. 


@ Creating balance, strong patterns, time for 
goals, and time for a healthy lifestyle are objec- 
tives of time management. 


® Sharing your time-management plans, trading 
time, and using daily planners and term-long 


calendars are valuable time-management tips 
to use. 


@ You can organize your time by creating weekly 
time-management schedules. 


1. Write your fixed activities. 

2. Write fixed study times. Use the 2:1 ratio 
and follow the recommended strategies for 
studying. 

3. Add flex study times in case you need more 
time. 

4. Add time to work on specific goals, chores, or 
responsibilities. 

5. Schedule leisure, social, and family time. 


@ Your level of commitment can be demon- 
strated by seeking solutions to problems and 
pacing yourself to complete independent study 
courses. 


OPTIONS FOR PERSONALIZING CHAPTER 3 


1. PROFILE CHART—PERSONALLOG Answer the following questions in your personal log. 
What score did you have on the Chapter 3 Profile? 
What skills from Chapter 3 do you plan to include in your studying system in order to strengthen your 


ability to be a time manager? 


Discuss your willingness or your resistance to becoming a time manager. 
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. WORDS TO KNOW 
Pie of Life marathon studying 
increase—decrease method massed practice 
circadian rhythms flex time 
weekly schedule trading time 
fixed activities daily planners 
fixed study times To-Do List 
2:1 ratio term-long calendar 


distributed practice 


. WRITING ASSIGNMENT 1 Time-management skills are valued in many different careers and in 


the world of academics. Interview two or more people to learn the needs of time management in their 
fields of work. Ask them for specific time-management tips that they have found to be useful. 
Summarize the information you obtained from your interviews. In your summary paper, remember 
to identify the individuals and describe their fields of work. (Secretaries and support staff at your 
school may be used for the interviews.) 


. WRITING ASSIGNMENT 2 Since time management is such a highly-valued skill, many magazine 


articles have been written to provide readers with tips for using time more effectively. Use your library 
and electronic searches to locate an article in a magazine (periodical) that provides you with 
time-management strategies or tips. Locate the article and photocopy it. After you have read the arti- 
cle carefully, write a summary paper that summarizes its contents. You may be asked to share this 
information in class. If you have difficulty finding articles, you may use one of the following: 


“193 Ways to Save Time,” Woman's Day, Feb. 1, 1994 

“30 Things You Can Do to Save Time Today,” Women in Business, March/April, 1992 
“Doing Too Much? 10 Sneaky Shortcuts,” McCalls, May, 1993 

“The Custom-Made Day Planner,” /nc., February, 1992 

“Create More Time,” Parents, March, 1993 


- PORTFOLIO DEVELOPMENT Expand the Chapter 3 visual mapping on page 51. After you have 


expanded the mapping, write a summary paper using the mapping as your guide. In your summary 
paper, write the first paragraph or two about the first main heading on your mapping. Include the 
details for that heading in your summary. Continue to summarize each of the headings and the impor- 
tant details for each heading. This expansion of the visual mapping and the summary writing may be 
continued for additional chapters covered this term. 
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Goal setting involves a 
systematic plan designed 
to help you achieve a 
desired outcome or goal. 
Reaching goals involves 
more than just desire. 
Have you ever made a 
promise to yourself to 
reach a goal, but the goal 
was never reached? Have 
you ever started on a goal 
only to find yourself 
wander off course, run out 
of time, or lose interest in 
completing the goal? Do 
you find yourself frustrated 
by not getting the things 
done that you know need 
to get done? In this 
chapter, you will learn to 
use four basic steps for 
effective goal setting, 
which will result in 
completion of more goals 
plus a greater sense of 
accomplishment, control, 
and productivity. 
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CHAPTER 4 Goal Setting Profile| Sat Be 


Name 


Date 


DO, SCORE, and RECORD your profile before you read this chapter. If you 
need to review the process, refer to the complete directions given in the Profile 
for Chapter 1 on page 2. 


Ne 
Be 


S XX Co Rl eS 


(bile 


Zs 


I set goals for myself each week. 


I write goals, but I leave the time lines open-ended so I can work on the 
goals when I have time. 


. It is difficult for me to know specifically what goals I want to reach. 
. Luse visualization to see myself achieving the goals I really want to reach. 


. [break term-long assignments into smaller steps and set time lines for 


each step. 


. [have achieved many goals by using a goal-setting system. 

. lama procrastinator about studying. 

. [am a procrastinator for tasks I don’t want to do around the house. 

. [sometimes lack sufficient motivation to follow through on goals that I set. 


. Lidentify a reward for myself when I reach a goal, and I deny myself the 


reward if I don’t reach the goal. 


I always plan my goals in my head and don't feel a need to write them 
down. 


I use a five-day plan to prepare for major tests or final exams. 


Self-Awareness: Describe your attitude toward goal setting. Is this a 
process you are comfortable with and use, or is it a process you dislike for one 
or more reasons? Discuss your attitude and support it with details or examples. 


YES 


NO 
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Goals, Motivation, and Procrastination 


Long-Term Goals 


Goals are well-defined plans aimed at achieving a specific result. Students, 
teachers, athletes, and businesspeople commonly set goals. Successful goal 
setters: 

1. Want to obtain specific results. 

2. Design plans to help them reach goals. 

3. Are willing to put effort into their plans. 


4. Know when they have successfully accomplished a goal. 


e feeling, emotion, or desire that moves a person to take 

akeyto successful goal setting. Motivation helps you make changes, 

learn something new, perform at a higher level, and end procrastination. 

Motivation can also help you stick to a goal even when you feel frustrated or 
AFALET 


8 the process of putting something off until a later time, 
on from accomplishing goals. Procrastination is a learned 
behavior that can be unlearned by replacing it with goal setting. Sometimes 
procrastination is a form of resistance or a way to avoid doing something that 
is not seen as pleasant, fun, meaningful, interesting, or essential. In such cases, 
an adjustment in attitude and recognition of the importance or purpose are 
required to move away from procrastination and into action. Sometimes the 
size or the complexity of a task is the reason for procrastination. Breaking the 
task into smaller, more manageable steps can move a person out of a rut and 
into action. Procrastination may also be related to the fear of failure. A normal 
reaction to learning something new is a concern about one’s ability to succeed. 
Rather than fail, procrastinators choose to make excuses for not trying. A final 
cause of procrastination for some individuals is the result of living and reliving 
old patterns without having effective strategies for modifying behaviors and 
making changes. The goal-setting strategies in this chapter will replace pro- 
crastination, regardless of its origin, with productivity and accomplishments 
and provide a new, energized desire to take on new challenges and create new 
goals. 


Goals may be categorized in a variety of ways. In business and in athletics, per- 
formance goals are frequently used to identify a performance level to achieve. 
Reaching a specific sales level or enrolling a specific number of new members 
by a given date are examples of performance goals in business. Athletes may set 
performance goals to increase weight room performance by ten percent by a 
given date or to reach a specific time in a track and field or swimming event. 
Students may also set performance goals such as achieving a specific GPA each 
term or achieving a specific score on a test. Task-oriented goals narrow the 
focus to completing a task and all its steps by a specific date. Task-oriented 
goals may be written for everyday tasks that need to be completed or for specific 
assignments that must be completed by a given date. 


Goals also vary in length. Long-term goals, goals that require more than a year 
to complete, are based on a series of short-term goals that have been sequenced 
or linked together to accomplish the larger goal. When the individual steps are 
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identified for a long-term goal, each step is given its own timeline for comple- 
tion. Each step serves as a benchmark, a checking point to assess accomplish- 
ment or completion of the step. Long term goals can be overwhelming; 
breaking long-term goals into individual steps and working through the steps 
one at a time as short-term goals makes the process more manageable, instills 
confidence, and provides motivation to move to the next steps. 


Short-Term Goals Any goal that takes more than one week but less than one year to achieve is 

commerce Called a short-term goal. Goals to write a term paper on time, prepare for a 
mid-term or final exam, or complete a class project all vary in length but are 
referred to as short-term goals. Performance goals and task-oriented goals may 
be short-term goals. The goal-setting steps that are used for short-term goals are 
also the same steps used for immediate goals. 


immediate Goals Goals that can be done in a few minutes, a day, or up to a week in time are 
referred to as immediate goals. These usually are task-oriented goals and are 
based on things that “must be done now.” Reading an assignment, completing a 
set of math problems, cleaning out the kitchen cupboards, painting a room, or 
tuning a car are examples of everyday immediate goals. Once the motivation 
and the planning steps are in place, immediate goals can be achieved in remark- 
ably little time. Frequently, more time is spent procrastinating about doing 
immediate goals than is needed to complete the task! 


QB Exercise 4.1 Your Long-Term Academic Goal 


On your own paper, discuss the following questions: 
1. What is your long-term academic goal? What certificate or degree do you hope to obtain? 
2. What, if any, skills do you need to acquire before you begin your degree program? 


3. What are the requirements of your degree program? Locate a printed page of a catalog or obtain a 
brochure from the counseling department that shows the sequence of classes and requirements to 
complete your goal. 


4. Do you predict the need to modify the program in any way? If yes, explain the foreseeable needs and 
discuss your plan of action to make these modifications. 


5. Make a two- to five-year outline of the steps you will need to complete in order to reach your goal. 


Steps for Writing Effective Goals 


Many people have good intentions and a strong desire or motivation to achieve 
success by reaching goals; however, many of the same people are unable to 
make their goals a reality. Frequently the missing element is the lack of a 
process or a strategy. The following four steps for writing effective goals are 
to use with long-term, short-term, and immediate goals. 


4 s | SA ia ees 
|| Four Steps for Writing Effective Goals 


1. Be Specific, clear, and realistic. 

2. Set a specific Target date for achieving the goal. 

3. Identify the individual Steps involved in reaching the goal. 
4. Plan a Reward for yourself when you reach the goal. 
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Be Specific When your goal is clear, specific, and realistic, you have an exact 
picture of what you wish to achieve. To simply say, “I will do better” or “I want 
something new” results in vague goals whose achievements are not easily 
measured. To say, “I will be a millionaire tomorrow’ is not realistic for most 
people. Before you commit to a goal, evaluate if the goal is clear, specific, and 
realistic for you. 


Set a Specific Target Date Procrastinators (people who put off doing some- 
thing) seldom achieve goals. You can reduce or eliminate procrastination by 
setting a specific target date (deadline) and even a specific time to finish the 
steps involved in reaching your goal. The target date works as a form of 
motivation to keep you moving forward and on time. 


Identify Steps Careful planning of the steps involved in achieving a goal 
makes it possible for you to allocate enough time for each step to complete it. 
Take time to think through the individual steps required. List these steps on 
paper. If several steps are involved, list specific target dates for completing each 
step. When you use this method of breaking one large goal into smaller ones, a 
goal that extends over a long period of time can be treated as a series of smaller 
goals to be accomplished on their own time lines. 


PlanaReward Youcancelebrate the completion of a goal with a reward. You 
can also use that same reward as an incentive—a motivation—to meet your 
goal. There are two kinds of rewards you can include in your goal setting plan: 


ee ee rewards. 
are material things or activities that you will give yourself 


after you reach your goal. The following rewards are examples of extrinsic rewards: 
buy a tape, bu ew shirt, go to a movie, go out to dinner, plan a short trip. 

itrinsi A > emotions or feelings you know you will experi- 
ence ite you cork a a Many people can be motivated just by recognizing 
that when the goal is reached they will enjoy feelings such as increased self- 
esteem, pride, relief, joy, higher confidence, or immense satisfaction. 

A reward is a strong motivator only if you use it after you reach the goal. You 
must also withhold the reward if you don’t reach the goal. For rewards to work 
as motivators, select rewards that truly represent what you want and can look 
forward to receiving. 


Web-site links are available online. 


Computer Projects 
1. Create affirmation cards to place around your house and in your notebook. Use graphics, inter- 

esting fonts, and attractive borders for your affirmation cards. 

. Create a short form to use to set study-block goals each time you begin a study block. 

. Use a time-planner program to create a five-day study plan for your next test. 

. Use a flow chart or graphics program to expand the chapter mapping. 

. Use columns or tables to create a vocabulary study sheet for the important terms to know and 
their definitions. 


Group Web-Search Activity is available online. 
ae 


Case Studies are available online. 
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BY Exercise 4.2 Applying the Steps for an Immediate Goal 


This exercise will give you the opportunity to complete a small task that you 

would like to have done but have put off doing (repairing something, organizing 

your desk, washing windows, cleaning a closet, changing the oil in the car, weed- > 
ing a garden, mending clothes, organizing a notebook, and so on). Complete each 

step below. 


1. Namea specific, clear, and realistic goal. 

2. Give a specific target date and time to have this goal completed. 

3. Identify the individual steps that need to be done to complete the goal. 
4. What will be your reward (intrinsic or extrinsic)? 


5. After you have passed your target date, answer the following questions: 
Did you achieve the goal? Explain. 


In what other kinds of situations could you apply these four steps for setting goals? 


Tips for Reaching Goals 


Have you ever started working toward a well-planned goal with great enthusi- 
asm and conviction only to find yourself quitting before you reach the goal? 
Many distractions and options can become barriers for reaching goals. The fol- 
lowing tips can help keep you motivated and get you back on track when you 
begin to encounter difficulties achieving your goals. 


\T. 


ps for Reaching Goals 


Evaluate your goals from time to time. 

Visualize yourself reaching your goals. 

Make affirmations to strengthen your convictions. 

Break larger goals into a series of smaller goals. 

Ask for help, guidance, or suggestions when needed. 
6. Tell your goals to others when this seems appropriate. 


(ee 
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Evaluate Your Goals If you are having difficulty with a specific goal, 
examine whether it is still important or relevant. Goals can become outdated. If 
the goal is no longer of value to you, abandon it. Do not abandon a goal because 
it is more difficult than you thought it would be or because you feel frustrated 
or doubt your own ability to reach the goal. If you truly still desire the end 
results, do not throw the goal away; use the following techniques to help you 
continue to move toward your goal. 


your goal. How ae you feel? H How are others affected? 

If you have great difficulty visualizing yourself achieving the goal, this par- 
ticular goal may not be realistic or right for you. Ask yourself, Who actually set 
this goal? Why did I choose this goal in the first place? Am I trying to do this for 
myself or to please someone else? Is this really what I want? Again, if you can 


explain why this goal is no longer appropriate for you, abandon it. 
a rr 


ol ee Va 
Use Affirmations© iGirmations nyagiapiiine savementsyusedas motivators. iti i , 
Many psychologists be rmations help change your basic belief systems 


and your self-image. When you write affirmations, use the following guidelines: 


1. Use positive words and tones. Avoid using words such as no, never, wont. 
Say, for instance, “I complete my written work on time,” not “T will never 
turn in a late paper again.” 

2. Write in the present tense. Present tense in verbs gives the sense that the 
behavior already exists. When you think and believe in the present tense, 
your actions begin to match your beliefs. Say, for example, “I am a 
nonsmoker,” rather than “I will stop smoking soon.” 


3. Write with certainty and conviction. Say, for instance, “I exercise for thirty 
minutes every day,” not “I want to exercise more each day.” 

4. Keep the affirmation short and simple. Brief, simple affirmations are easier 
to remember and repeat. 


Break Large Goals Down Any time a goal seems too overwhelming, think 
about it as a series of individual steps. Focus on completing one step at a time. 
As you accomplish one step, motivation increases to begin on the next. This 
“chunking technique” is discussed further in Chapter 5. 


Ask for Help You do not need to reinvent the wheel. If you have difficulties 
with part of your goal or feel stalled, seek help and information from knowl- 
edgeable people or books. Be resourceful; asking for advice is an effective 
shortcut. 


Tell Your Goals to Others If there are some people in your life who would be 
supportive of your desire to reach a certain goal, tell them about it. They can 
help motivate and encourage you to stay on track. 
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Ww Exercise 4.3 Discussing Goal Setting 


Work with a partner or in a small group to answer the following questions: 
1. What was the last goal that you set and that you achieved? What motivated you to complete the goal? 
2. What was the last goal that you set but did not achieve? Why do you think you did not achieve this goal? 


3. Write the four steps for writing effective goals: 


a. 


b. 


c. 


d. 


4. Can these steps be done in a different order and still bring success? Explain your answer. 


Goal Setting for Studying 


The four steps for goal setting can readily be applied to studying situations. In 
the first two goal-setting applications for studying, the goals are immediate 
goals and can be accomplished in one study block or within a five-day period. 
The third application is a short-term goal that may span over several weeks or 
over the entire term. 


Goal Setting for Studying 


pet a Study-block goal. 


Study-Block Goal Each time you begin a study Lier take a minute or two to identify spocicaly 
: - » What you need to do and wha 


ANCA NUR Rn AU ee 


1. Be specific and realistic. What previous work do you want to review? If you 
are beginning a new chapter, how much of it do you want to preview? How 
many pages do you plan to read or to develop into notes or study tools? 
What problems or writing assignments must you complete? What review 
work do you want to accomplish? Taking the time to set your focus on what 
you want to achieve will eliminate wasted time in getting started and will 
provide you with the incentive to achieve your goal. 


2. Set a target time. This is easy. In most cases, a target time will be the fifty- 
minute study block. If you do a back-to-back study block, it may be for a 
two-hour study block with a ten-minute break between the hours. 
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Five-Day Study Plan 
SSS OS 


Day 1: 


(8—9:00 a.m. and 
3-4:00 P.M.) 
Review Ch. 1 
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What are the steps involved? Refer to step one and prioritize the tasks. If the 
task will take the entire study block, you will have only one step to work 
through. If the task is shorter, you may have two or more steps to complete 
in the course of the fifty-minute study block. 


. Decide on an intrinsic or extrinsic reward. Doing something social with 


family or friends, having a snack or dessert, watching a favorite television 
program, listening to music, playing a guitar, or going for a run are 
examples of motivational extrinsic rewards that may await you upon 
completion of your study-block tasks. Feelings of confidence, productivity, 
relief, self-esteem, or preparedness are examples of intrinsic rewards that 
may also work as powerful motivators to complete a study-block goal. 


The goal of creating a five-day study plan prior to a major test or a final exam 
combats procrastination and the need to cram. This plan promotes distributed 


practice and review of the material for the test. Recall or retrieval of information 
will be higher, and the stress level prior to the test day will be lower. The four 
steps for writing effective goals, modified slightly for the five-day study plan are: 


i 


Day 2: 


Be specific and realistic. Begin by making a list of all the topics that will be 
included on the test (chapters, classroom lectures, assignments, or 
projects). Group them into meaningful units or chapters for studying. 
Remember, you have only five days for this review process. If you have been 
using ongoing review all term, this review process can move smoothly and 
efficiently, for you will not be rereading entire chapters or reworking all the 
problems. 


. Set a timeline. Plan to use days one, two, three, and four for review of the 


above groupings of information. Day five should be reserved for a final 
review of special summary notes that have been compiled on days one 
through four. When you know you will need to create a five-day study plan 
to prepare for a test, include this information in the development of your 
weekly time schedule. These study blocks should be reserved for test 
preparation. They should not be used for other ongoing assignments. Your 
study-plan sheet may look like this: 


Day 3: Day 4: Day 5: 


(8—10:00 A.M.) (8—9:00 A.M. and (8—10:00 a.m.) (7—9:00 P.M.) 
Review Ch. 2 3-4:00 P.M.) Ch>5/and: Review 


3: 


Review Ch. 3-4 Review film notes | summary notes 
for all topics 


Identify the steps involved. Now is the time to use the varied study skills you 
have learned to make review work interesting and personalized. Be 
specific. For each day and each set of chapters or topics, list your plan for 
review. You can list these steps or tasks on the study-plan sheet that is 
shown above. 

Day five will be devoted entirely to reviewing the summary sheets or 
summary flash cards that you prepared during the study-plan days one 
through four. Notice how a vast amount of information has been reviewed 
and narrowed down to much more manageable and specific topics when 
this five-day plan is used. 
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4. Plana reward. Allow yourself a little “down time” to relax, take in a movie, 


have a special dinner out, play tennis, or do something special that you 
were not able to do during the five-day plan. Extrinsic rewards at the end of 
a five-day plan often times are greater motivators than intrinsic rewards. 
However, the choice of rewards is yours. 


Some instructors assign a project at the beginning of the term that is not due 
until the middle or the end of the term. Many students get a false sense of time; 
rather than start right away, they begin the assignment too close to the due date. 
Unnecessary stress is added, plus study times for other classes often have to be 
neglected so that the project can be finished. As soon as you are assigned a term- 
long project, begin planning a schedule for that project. Use the following steps 
to create your term-project goal: 


1 


. Break the assignment into specific tasks. What are the actual tasks you will 


need to work through from the beginning of the project to the end? Analyze 
the project carefully until you can identify all the individual tasks involved. 
List these steps on paper. 


. Estimate the time needed for each task. Estimate the number of hours you 


feel will be necessary to complete each task. Base this estimate on your past 
experiences with similar projects. 


. Double the estimated time needed for each task. You do not want to run out 


of time. To avoid any tendency to underestimate the amount of time you 
will need, double your estimate. In that way, you are giving yourself extra 
time in case you run into unforeseen problems or find that you have to 
change directions. 


. Record due dates on a calendar for each task. Use a calendar that covers the 


term. Consider the amount of hours needed for each task and the study- 
block times (and flextimes) you have available on your weekly schedules. 
Set a goal to complete each task by a specific date. Each week when you 
make your weekly schedule, check this term calendar. Add due dates for 
tasks to the weekly schedule, too. 

If you finish a task ahead of schedule, it is because you did not need the 
“doubled time” you allocated. Begin the next task immediately. If you finish 
your project ahead of schedule, you will have time to revise it again if you 
wish, and you will be able to breathe a sigh of relief! 


. Begin right away. Do not waste time procrastinating. 
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Explain the relationship between each pair of items in the following box. 


Pair of Items How These Two Items Are Related 


goal setting and time management 


time management and procrastination 


procrastination and motivation 


motivation and goal setting 


SUMMARY 


@ Goals are well-defined plans to achieve a 
result. Motivation is a key to successful goal 
setting. 


@ Procrastination is a learned behavior that can 
be unlearned by using goal setting. 


@ Goals can be set for various periods of time (a 
few minutes up to five years). Long-term goals, 
short-term goals, and immediate goals are 
defined by the length of time to reach the goal. 


® An effective goal-setting strategy involves four 
steps: (1) identify a specific goal, (2) identify a 
target date, (3) identify the steps involved, and 
(4) establish a reward for yourself. 


@ Rewards used upon completion of a goal may be 
intrinsic or extrinsic. 


® Tips such as evaluating goals, visualizing, mak- 
ing affirmations, or breaking large goals into 
smaller steps assist you in reaching your goals. 


@ Goal setting may be used to establish a set of 
goals for each study block. 


@ Goal setting can be used to create a five-day 
plan to prepare for major tests. 


® Goal setting can be used to plan a term-long 
project so that it will be completed early or on 
time. 
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OPTIONS FOR PERSONALIZING CHAPTER 4 


te 


PROFILE CHART—PERSONAL LOG Answer the following questions in your personal log: 


What score did you have on the Chapter 4 Profile? 
What information in this chapter on goal setting was new or of special interest to you? Explain. 


How do you plan to implement the techniques presented in this chapter? 


. WORDS TO KNOW 
goals four steps for writing effective goals 
motivation extrinsic rewards 
procrastination intrinsic rewards 
performance goals visualizing 
task-oriented goals affirmations 
long-term goal study-block goal 
short-term goal five-day study plan 
immediate goals term-project goal 


. EXPAND THE VISUAL MAPPING FOR THE CHAPTER On your own paper or on the introduc- 


tory page of this chapter, expand the chapter visual mapping by adding details that include the sub- 
headings and other important details for the main chapter headings (shown in boxes). You may 
personalize your mapping by adding colors and pictures. 


. WRITING ASSIGNMENT 1 Use your library to conduct an electronic search of magazine articles 


about goal setting. Locate an article, photocopy it, and read it carefully. Write a summary of the arti- 
cle that tells your reader the main points or highlights of the article. You may be asked to present the 
information in class. 


. WRITING ASSIGNMENT 2. Reflect on at least three different times that you set goals but things 


happened that “prevented” you from reaching the goals. Discuss each situation. Examine ways you 
could possibly have dealt with the barriers that existed so that you could have reached the goals. Apply 
the strategies that you learned in this chapter. 


. PORTFOLIO DEVELOPMENT Choose one of the following options: 


Option A: Make specific goals at the beginning of all your study blocks for one week. These goals do 
not need to be highly detailed. At the end of each study block, discuss the success or lack of 
success in reaching the goals. Discuss the reward system you used. Turn in all your goal 
sheets along with a summary page about the effectiveness of this approach to study-block 
goals. 


Option B: Use the five-day plan prior to your next major test. Save and organize all the planning 
charts and summary notes that you made as part of this five-day plan. Include a summary 
page that explains your process and discusses its effectiveness or ineffectiveness. On your 
paper, be sure to identify the name of the course and the instructor that you prepared this 
five-day plan for. 
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CHAPTER 


Concentration is a mental 
process of directing your 
thoughts to one subject or 
issue at a time. Does your 
mind wander when you 
read textbooks or listen to 
lectures? Can your 
concentration be easily 
broken by people, things, 
or events around you? Do 
you waste precious study 
time trying to start 
concentrating? Is your 
attention span short? This 
chapter helps you train and 
discipline your mind so that 
your level of concentration 
and the length of your 
attention span can be 
increased to produce 
better results. 
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Name 


Date 


CuaprtTerR 5 Concentration Profile 


DO, SCORE, and RECORD your profile before you read this chapter. If you 
need to review the process, refer to the complete directions given in the Profile 
for Chapter | on page 2. 


nn Bb WwW N 


12, 


. [study in a location that has two or more sources of lighting. 

. Loften feel tense and unable to relax. 

. My study area is often cluttered or disorganized. 

. Lam able to picture myself successfully concentrating while I study. 


. [have all the necessary supplies readily available at my place of study at 


home. 


. [know what distracts me, and I use techniques to reduce distractions. 


. [use a system to let others know when I do not want to be interrupted 


or disturbed. 


. Concentration for a fifty-minute study block is often difficult for me. 
. [know how to use positive self-talk. 
. Lam often distracted by thoughts of tasks that I feel I have to get done. 


. When I feel overwhelmed, I break large tasks down into smaller, 


meaningful units. 


I turn on the radio, the television, or the stereo when I study. 


Self-Awareness: How do you feel about your current ability to concen- 
trate when you are studying? What methods do you use to block out distrac- 
tions? 


YES 


NO 
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e cba ch At toda a! of Concentration 


Concentration is the ability to focus the mind on one item or task. 
Concentration is a flighty process; you can concentrate one minute and lose 
that concentration the very next second. Concentration is a mental discipline 
that is essential for good studying. It is so important that it is one of the mem- 
ory principles that help move information more readily through the informa- 
tion processing model. 

The focus of this chapter is on strengthening your ability to concentrate 
while you are studying. When you have difficulty concentrating while you are 
reading or studying, identifying the source of your poor concentration is one 
way to begin the process of strengthening your ability to keep your mind 
focused. Common sources of poor concentration may be stress, worries, lack of 
interest or motivation, or the presence of disrupting influences in the environ- 
ment in which you are trying to concentrate. Once you identify the sources as 
internal or external, you can begin to use concentration strategies to remove the 
barriers to concentration. 


Setting the env alcal: Stage 


Be SAE ON US 


Careful attention should be given to the place you choose for studying because 
your physical environment can directly affect your ability to concentrate. The 
ideal study area, whether at school or at home, has few or no distractions to 
break your concentration. Begin your search for an ideal study area at school or 
at home that has as many of the following qualities as possible. 


The Ideal Physical stage 


ASS 


Noise Level Studying, comprehending, and thinking critically are activities based on 
thought processes. A physical environment filled with noise conflicts with 
thought processes; concentration is easily disrupted. 

How much noise is acceptable without being distracting? The level of toler- 
able noise varies from person to person. People with attention span deficits 
often need a very quiet and motionless environment. Individuals with fairly 
strong concentration skills are able to stay completely focused even with minor 
noises or movement in their physical environment. 

Many students do not consider music to be noise; however, music that con- 
tains words or frequent variations in rhythm does interrupt the brain’s thought 
processes and wave patterns. For students who “need” to have music playing 
while studying, there’s a solution. Research has shown that certain kinds of 
music actually promote a state of relaxation and receptivity to learning new 
information. Soft, classical music and instrumentals without words (especially 
Baroque music) are conducive to learning; brain wave patterns (alpha waves) 
are positively altered to assist the learning process. You can experiment with 
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this by checking classical or Baroque tapes out of your library or by purchasing 
them in a music store. 

While there is a solution for music, there is no solution for television. 
Turning the television on while studying for many students is a matter of habit. 
The visual and verbal effects of the television force the brain to tune in, tune out, 
tune in, tune out to the point that you do not truly retain the entire content of 
either the television program or what you are reading or studying. A better 
alternative is to save television as an extrinsic reward to enjoy fully after study- 
ing has been completed. 

When you are selecting a place to study, begin by considering the amount 
of noise (and movement) present. On campus, look in the library, lab areas, 
student areas, or even empty classrooms to find a suitable location for studying. 
Reserve the lounges, lawns, cafeterias, and coffee shops for relaxation, coffee 
breaks, and socializing. Seldom do these locations have the qualities of an ideal 
place to concentrate and study. 


a <= 
Furniture | A cozy couch, an overstuffed chair, or a bed is not conducive to effective study- 
heme ing; they tend to be too comfortable and induce naps. In addition, holding a 


book, taking notes, or writing papers is extremely awkward, if not impossible, 
with this furniture. Studying is work, and it requires an appropriate work envi- 

y, ronment. The starting point is a supportive chair, a table or a desk with an ade- 
quate work surface, and enough room to spread out your books, notebook, 
paper, and necessary supplies. 

If you are studying at home, use a table or desk reserved only for studying, 
if possible. Each time you sit down at this table or desk, your mind associates 
the location (the table) with the task (concentrating to learn). If you are using a 
kitchen table or area that serves dual purposes, remove all the items unrelated 
to studying. This breaks the association with that location and its other pur- 
pose (for example, a kitchen table associated with meals). You will spend 


a _ many hours in your study area, so give careful consideration to its location and 
organization. _ 


Few Surrounding / Clutteron your work surface or on the walls surrounding you can easily become 
Distractions y distractions. Interesting pictures, objects, a stack of someone else’s materials, 
seeeumnestumnanesnnnmtunpennnnnccmapales or a pile of bills can send your mind in a whole new direction. Remove unre- 
< lated items, and select places that have limited visual stimuli. 


Two or More Proper lighting is important in any study area. If you have too little light, your 
Sources of Ligh eyes can easily become strained and tired. Some lighting can create shadows or 
r “eeeeeeeeyfeeee glare on your books. To avoid many of the problems created by poor lighting, 
have two sources of light in your study area. This may include an overhead light 
and a desk lamp or two lamps in different locations. Two sources of lighting 
2 hak may seem like a minor detail, but sometimes ignoring small details leads to big 


\ problems. 
( \ 


Necessary Supplies 


Having all the necessary supplies with you when you study at school is often dif- 
ficult. However, think ahead and plan to have basic supplies with you. 

At home, you can give more attention to equipping your study area with 
ee necessary supplies; you do not want to interrupt your schoolwork to look for 
these supplies. Organize your study area at home by using file folders for 
important papers and small boxes or trays for other useful items: 


ERGATA RALAL RRL NRRL AA 
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BW Exercise 5.1 Creating Your Perfect Study Area 


Use your own paper to expand the following chart with details related to your 
current study area at home. Describe the current physical environment; then 
identify ways it could be improved. 


Currently Exists How Could This Be Improved? 


Furniture 


Desk/Walls 


Lighting 


Supplies 


Setting the Mental St 


See 


After you have set the physical stage for concentration, you can turn your atten- 
tion to setting the mental stage. Since concentration is a mental process, you 
have to let the mind know that it is time to begin serious work. Your attitude and 
intent should be firmly established at the beginning of your study block. Your 
mind and body should be in a relaxed state, open and ready to receive new 
information to process. The following techniques can help you achieve the ideal 
mental stage conducive to successful learning. 


The Ideal Mental Stage 


1. Monitor and reduce your stress levels 
2. Create a positive mental attitude. 
3. Create a mindset ready for studying. 


Monitor and Reduce Concentration is difficult to achieve if your body is tense and your mind tends 
Stress Levels to jump from one subject to another. Identify the sources of stress. Are they 
related to school, work, family, finances, relationships, or the future? How can 
you be resourceful and pro-active to reduce or eliminate the sources of stress? 
Many colleges have classes for stress reduction; counselors may also be avail- 
able to help you deal with the problems or situations. An abundance of books 
and stress management tapes are also available at most bookstores. 

Asmall amount of stress is normal, and at times it is even beneficial. Stress 
that is under control can provide you with the incentive to succeed, the motiva- 
tion to work hard, and the adrenaline to move forward and persevere. However, 
when you sense your stress level is out of control, take the responsibility to seek 
out solutions. Seek the help of counselors and learn to use relaxation tech- 
niques and other stress reduction techniques to get your stress level under con- 
trol and working for you rather than against you. 


SEAT AA 
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The following warning signs are common signs that you need to seek ways 
to reduce your stress level. Monitor yourself by being aware of the presence of 
some of these warning signs. 


irritability i= oss ofappetite 

digestive problems increased use of alcohol, 
urge to fight drugs, smoking 

lack of motivation = Jonclness 

tense muscles ______ mood swings 

obsessive worrying eee 4 fabistc 

headaches ss 2 ‘depression 

sleep problems _____ anger, self-pity 

urge to flee suicidal thoughts 


Relaxation techniques can be used effectively to reduce stress levels. The 
goal behind relaxation techniques is to create a state of mind and body that 
perhaps can best be described as “Ahhhhhhh.” In this state, the body is not 
tense and the mind is not wandering; you are open and ready to receive new 
information or expand upon previously learned information. Relaxation tech- 
niques are effective with a wide variety of emotional situations: when you feel 
anxious, nervous, tense, stressed, apprehensive, hyperactive, restless, defeated, 
frustrated, or overwhelmed. 

The following relaxation techniques are easy to learn and require only a few 
minutes of your time: 


1. Soothing Mask Close your eyes. Place your hands on the top of your head. 
Slowly move your hands down your forehead, down your face, and to your 
neck. As you do this, picture your hands gently pulling a soothing mask 
over your face. This mask removes other thoughts, worries, fears, or 
stresses from your mind. Keep your eyes closed for another minute. Feel 
the soothing mask resting on your face. Block out thoughts or feelings that 
are not related to your soothing mask. As you practice this technique, you 
will be able to do it without using your hands. Your imagination can take 
you through the same process of pulling the mask over your face. 


2. Relaxation Blanket’ Sit comfortably in your chair. Close your eyes. Focus 
your attention on your feet. Imagine yourself pulling a soft, warm blanket 
up over your feet. Continue to pull this blanket up over your legs, lap, and 
chest until the blanket is snuggled around your shoulders and against your 
neck. Feel how your body is more relaxed now that it is covered with the 
blanket. This relaxation blanket feels as if it is a security blanket keeping 
you warm, confident, and comfortable. Keep your eyes closed for another 
minute as you enjoy the warmth and comfort of the blanket. 


3. Breathing by Threes This technique can be used with your eyes opened or 
closed. Inhale slowly through your nose as you count to three. Gently hold 
your breath as you count to three. Exhale slowly through your nose as you 
count to three. Repeat this several times. Often you can feel your body 
begin to slow down and relax when you are breathing by threes. 


4. Deep Breathing Take a deep breath to fill your lungs. You may think your 
lungs are full, but there’s room for one more breath of air. Inhale once 
again. Now slowly exhale and feel your body relax. Repeat this deep 
breathing several times. If you feel lightheaded or dizzy after trying this 
exercise, you may want to select one of the other options. 
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5. Perfect Place This technique combines breathing with your imagination. 
Breathe in slowly. As you breathe in, start creating a perfect place in the 
world where you feel relaxed, confident, safe, happy, and comfortable. 
Breathe out slowly and keep imagining this perfect place. Continue the 
process of breathing and imagining for a few minutes. The goal of the 
technique is to get your emotions relaxed and your mind in a positive state. 
When you have achieved that goal, whisper a friendly “farewell” to your 
safe place (“later,” “thanks,” or “bye”). Now that your mind is in a calm 
state, you are ready to begin working. 


6. Deep Muscle Relaxation Stress is often felt in one or more of these muscle 
groups: shoulders, arms, lower back, legs, chest, fingers, or face. Take a 
minute to notice the amount of tension you feel in the various locations 
throughout your body. Then make a clenched fist tight enough that you can 
feel your fingers pulsating. Breathe several times and feel the tension in 
your fingers and your hands. Then breathe slowly and uncurl your fists 
until they are totally relaxed. Pay close attention to the different sensations 
as you go from tense to relaxed. Continue this with other muscle groups 
of your body. Let the feelings of deep muscle relaxation and the feelings 
that the tension is washing away spread throughout your body. Feel the 
difference! 


Negative emotions hinder the learning process and become a source of pro- 
crastination. The attitude you hold toward any task can affect the outcome. 
Trying to study with a negative attitude is self-defeating. An ideal mental state 
requires a positive attitude, which at times may require an “attitude adjust- 
ment” before you begin the process of studying. Three techniques can be used 
to create this positive attitude: 


Emotional E Words Many motivational words begin with the letter e: effort, 
enthusiasm, excitement, energy, eagerness, and effectiveness. Reminding yourself 
of these emotional E_ words can refocus your mind and adjust your attitude to 
bring you more productive results. 


Positive Self-Talk and Affirmations Self-talk, the little comments you say to 
yourself quietly, can be positive or negative. When you hear yourself using 
negative talk about yourself, quickly turn the statements around so you give 
yourself positive self-talk. A statement such as, “I know I am going to fail this 
test,” can be turned into a positive statement: “I am ready to do well on this 
test.” Positive self-talk involves statements that show optimism, confidence, 
determination, and a sense of control. A personal goal you may want to set is to 
use positive statements frequently, not just when you need to counteract a 
negative statement. Chapter 4 discussed affirmations, short positive state- 
ments that are repeated frequently to alter your belief systems. Consistent use 
of affirmations reduces the frequency of the use of negative self-talk. 


Seeing Success Visualizing involves using your imagination to create a 
picture in your mind. Seeing success involves visualizing yourself working on 
a task with complete success. Picture yourself working at your desk, reading 
your textbooks, and comprehending what you are reading. Picture yourself in 
total control of the learning process, concentrating without distractions, 
memorizing, reciting, and remembering what you are studying. Visualizing 
yourself as successful moves you along the path of achieving your vision. 
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Create a Mindset Many demands are made on our minds. Creating a mindset for studying shifts 

for Studying the focus of the mind from daily events, activities, and entertainment to the 
more serious task of mental discipline that is required for studying. The follow- 
ing three strategies create a strong mindset for shutting out the other aspects of 
your life and concentrating on the tasks at hand: 


Create Study-Block Goals Time is saved and motivation is higher when 
study-block goals are clearly identified. Take a few minutes at the beginning of 
your study block to identify the tasks that need to be done and the time line that 
is available. Prioritize the tasks so you begin with the most pressing or most 
important. Then plan an intrinsic or extrinsic reward for yourself. Refer to 
Chapter 4 to review goal-setting strategies. 


Do Warm-Ups to Get Started Reviewing and previewing, referred to as 
warm-ups for studying, can be used effectively to begin your concentrated 
studying. These activities create a “mindset” and ease you into thinking about 
the topic you are to study. Reviewing involves returning to information you have 
already studied. Look over your last set of class notes. Glance through 
homework that was returned. Look at the summary or review work from the 
last chapter. Previewing involves skimming or looking through the new 
information you are planning to learn. If you are going to read a new chapter, 
glance at the content of the entire chapter first. (This process of surveying will 
be covered in Chapter 6.) If you are going to work on a writing assignment, 

_ glance over the entire assignment and the directions or notes from class. Even 
though reviewing and previewing activities last only five or ten minutes, they 
are important strategies that help you shift your mind into the study mode. 


Create a Study Ritual or Routine The mental stage for effective learning 
may also include establishing a personal routine or ritual to use each time you 
sit down to study. Once the routine is habitual, you can save time and confusion 
by getting started quickly and getting your mind in the conducive mindset for 
studying. Your routine should not require much time. For example, first you 
could do a short relaxation technique, then identify your goals for that study 
block, visualize yourself working through the goals successfully, then do some 
warm-ups with the material. You may vary the steps of your ritual; the 
important point is that you create a personal ritual that signals you are ready to 
focus on the task at hand. 


EXTERNAL INTERNAL 


SN Exercise 5.2 Discussing External and internal Distractors 


Work in a group with three or four people. On your own paper, write the 
names of the people in your group. 
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1. List as many external distractors as you can. If you run out of ideas, think of a time when you were try- 


ing very hard to concentrate but “things” going on around you broke your concentration. Add these 
distractors to your list. 


2. List as many internal distractors as you can. If you run out of ideas, think of a time when you were 


studying alone, but you just couldn’t concentrate because of things going on “inside you.” Add these 
distractors to your list. 


3. Circle all the distractors on your lists that frequently break your concentration. These are your per- 


sonal distractors. As you work through this chapter, pay extra close attention to techniques that can 
help you control or eliminate your personal distractors. 
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Dealing with Distractors 


Techniques for 


Reducing External 


Distractors 


Technique 


Physical Stage 


Distractions (also called distractors) are any occurrences that break your con- 
centration. External distractors are caused by things around you (noises, peo- 
ple, television, weather). Internal distractors are disruptions that occur within 
you (daydreams, worries, depression, sickness, hunger, any other emotions). 
The first step in improving your concentration is to recognize your own com- 
mon distractors. 


Distractions caused by elements in the environment can destroy the opportu- 
nity to stay focused on any task at hand. When the task involves mental 
processes and critical thinking, external distractions can leave you feeling like 
nothing was learned, little was accomplished, and your study time was wasted. 
The following techniques can help you deal with external distractors: 


Techniques for Dealing with External Distractors 
How It Works 


Use the techniques previously described for establishing an ideal physical stage 
conducive to studying. 


Placea large red bow (or any item that serves as a signal) on your door when you 
are studying. This signals to people in your home that you need privacy and want 


to work without being disrupted. | 


Take-Charge 


When the people or Lae environment around you are too disruptive and outside 
of your control, take charge and move to another location or remove the distrac- 
tor when possible. Youre can ake charge by refusing to answer the phone, by 
refusing to turn on the television, and by refusing to blame others for your inabil- 
ity to concentrate in a specific location. 


e in activities at times 


” 


Family and friends may frequently ask you to participat 
when you planned to study. Keep focusing on your priority and telling them “no. 
Let them know other times when you are available to join them. This same kind 
of assertiveness and ability to say no can be used to tell yourself “no” to distrac- 
tors such as snacking, television, or using the phone. 


No-Need 


Checkmark 


Concentration is often interrupted by giving attention to minor noises in the 
environment even when you know the source of the noise. Train yourself not to 
give attention to minor movements or noises around you that are familiar. Keep 
your eyes on your work, and tell yourself that there is “no need” to look up; 
quickly get your mind back on task. 


Each time you lose concentration, make a checkmark on a “score card” placed 
on your desk. At the end of the study block, count the number of checks you 
received. Set a goal each time you sit down to study to reduce the number of 
checkmarks or distractions that occur. 
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Techniques for For many students, internal distractors cause more challenges and frustrations 
Reducing Internal than external distractors. Internal distractors can relate to negative emotions: 
Distractors stress, worries, anger, self-doubt, anxiety, low self-esteem, procrastination, ner- 
AeA AN ANNO ANSRORNSRARRARERNIONN vousness, boredom, fears, and more. They can also, however, stem from posi- 


tive emotions: anticipation of an upcoming event, falling in love, daydreaming, 
or remembering a special time. Some internal distractions are linked to a phys- 
ical condition: sickness, fatigue, pain, insomnia, addiction recovery, side effects 
of medication, or feeling cold, hot, or hungry. If you experience low concentra- 
tion that may be related to your physical condition, visit a physician to discuss. 
your situation and seek medical assistance or advice. The following techniques 
can effectively be used to help you reduce or eliminate the effects of internal dis- 
tractors that occur while you attempt to study. 


Techniques for Dealing with Internal Distractors 
—— 


echnique ~~! How It Works 


M By ur stress levelsS and < | j Se lf- 
ta Ik, affirmations, seeing success, goal sett 


6 V 


e ol the road 


our mind begins to wander fla: 


about because you feel you need to get them done. Once the list is made, it is 


easier to put it “out of your mind” for the time being. When you finish studying, 
set a time to deal with the items on your list. 


Analyze the task that needs to be done and break it into smaller uni 


ed in Chapter 4, can be used to comb 
C I yr friictrated Smallert: 


oe 


tive feelings diminish. 


oduce or eliminate the number or 


YOU ad wanders due to er- 


Copyright © Houghton Mifflin Company. All rights reserved. 


Copyright © Houghton Mifflin Company. All rights reserved. 


Active 
Learning 


Relaxation 
Strategies 


CHAPTER 5 Improving Your Concentration 97 


Active learning (the opposite of passive learning) means you are actively 
involved in the learning process. Many internal distractors such as feeling sleepy, 
bored, uninterested, or unmotivated can be combated by becoming more of a 
participant in the learning process. Rather than reading without remembering 
what you have read, or working in a mechanical way, active learning promotes 
critical thinking, multi-sensory learning, and greater comprehension. All of the 
following learning strategies are activities used by active learners: 


1. Have a pen in your hand when you study. Take notes, write questions, or 
jot down lists of information you need to learn. 


2. Make flash cards to work on the vocabulary in each chapter. 

3. Talk out loud (recite) as you study to activate your auditory channel and 
improve both concentration and comprehension. 

4. Use markers to highlight important information in the textbook or in 
your notes. 

5. Write summaries or make other kinds of study tools such as visual map- 
pings, hierarchies, time lines, or comparison charts. 

6. Quiz yourself on the material you are studying. Write or recite questions 

and answers. 


—_—_ 


Relaxation techniques can be used to reduce many internal distractors and to 
create the state of mind most conducive for learning. Use the relaxation strate- 
gies previously discussed (soothing mask, relaxation blanket, breathing by 


threes, deep breathing, perfect place, and deep muscle relaxation). 
SOS ot se ee | 


Web-site links are available online. 


Computer Projects 


1. Create a study-block ritual for yourself. Make a poster that shows this ritual. Place the poster in 
your study area as a constant reminder. 


. Create a form that you can use for the checkmark technique each time you study. Graph your 
progress at reducing the number of checks with each study block. 


. Use a flow chart or a graphics program to expand the chapter mapping. 
. Use columns or tables to create a vocabulary study sheet for important terminology to know. 


i) 


PN 
a a 
PN 


Group Web-Search Activity is available online. 


Case Studies are available online. 
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SSN Exercise 5.3 Learning to Relax | 


Select one of the relaxation techniques presented in this chapter. In the privacy of 
your home, try using the relaxation technique several times. Be ready to discuss 
your experience and results with the rest of the class. Did you feel your muscles 
relax? Did you feel stress or tension fade away? Do you think there was any 
change in your heart rate or blood pressure level? 


) Exercise 5.4 LINKS 


Discuss the following case studies with a partner or in a small group. Read each 
case study and discuss the problem areas. Then identify strategies or specific 
techniques (by name) that would be solutions for the problems. You may use 
specific techniques or strategies you learned in Chapter 3 (Managing Your Time), 
Chapter 4 (Setting Goals), and this chapter (Improving Your Concentration). 


1. Bill gets started on his homework late at night. It usually takes longer than he planned. Consequently, 
he ends up sleeping late during the day and sometimes ends up missing his first class. He is then frus- 
trated and becomes even less motivated to study the next night. 


2. Jennine has a good time-management schedule. However, her real problem is her lack of interest and 
motivation to study. She sits down to study, but she just can’t seem to get going. She spends a good part 
of her study block trying to decide where to start and “what she feels like doing.” 


3. Mary insists on studying with the radio on full blast. She doesn’t understand why other people can't 
study with their favorite music playing. She claims she simply cannot concentrate when the room is 
silent. Her biggest complaint is that she can’t seem to remember anything at the end of the study 
block. She says it is because the book is so poorly written and the class is so useless. 


4. José has a lot of friends and enjoys a wide variety of activities outside of school. He was an excellent stu- 
dent in high school, but now he is finding that it is harder to do well in college. No one told him how 
much more demanding college would be. His friends come by often to see how he is doing. They usually 
end up inviting him to go out fora while, and he goes. He tries studying when he gets home later at night. 


5. Lynn tries to study at the kitchen table since it is the largest work surface in her apartment. She takes 
a long time getting short assignments done because of all the annoying disruptions and distractions. 
The humming sound of the refrigerator bothers her as do the sounds that come from outside. Every 
time she gets distracted, she feels compelled to get up, move around, get something to drink or to 
snack on. As long as she is up and around, she often stops to throw some laundry in the washing 
machine or to empty the dishwasher. Needless to say, she feels like she is getting nowhere fast. 


6. Jake has several required classes this term that he really doesn’t like. He rushes through the work to 
get it done. Sometimes he gets two or three classes “done” within a one-hour study block. He knows 
that he is passing because he goes to classes even though he doesn’t want to go. He finds them boring 


and annoying. Jake spends more time telling his friends how horrible the classes and the teachers are 
than he spends studying for the classes. 


7. Jeremy is always telling his friends about the things that he is going to do. On the surface, he seems 
like a sincere goal-setter. However, Jeremy never seems to follow through on any of his plans or his 
goals. His friends have stopped listening to his great plans for accomplishments. Jeremy doesn’t 


understand what is happening because he really is interested in reaching his goals. Unfortunately, it 
just doesn’t happen. 


8. Sandra loves to read. She always has a book in her hands. She can read a paperback novel in about two 
days. She also likes to read her textbooks. She is fascinated with all the information and the new sub- 
jects she is studying. Sandra doesn’t understand how she can be such an avid reader and not remem- 
ber the information she reads in her textbooks. She is beginning to think that maybe she doesn’t have 
what it takes to be a successful college student. 
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S Exercise 5.5 Applying Techniques 


On your own paper, list four distractors that frequently disrupt yourconcentra 
tion level while you are studying. After each distractor, identify if it islan internal 
or an external distractor. Then, for each of the distractors you listed, discuss > two 
or more specific concentration strategies that you can use to reduce 


the distractors. 


SUMMARY 


@ Concentration requires that you set a positive 
mental and physical stage conducive to main- 
taining a mental focus. 


B A positive physical stage includes an ideal study 
area that deals effectively with noise level, furni- 
ture, clutter, lighting, and supplies. 


@ A positive mental stage includes monitoring and 
reducing stress, emotional E words, self-talk, 
visualizations, setting goals, doing warm-ups, 
and creating a ritual. 


@ Both internal and external distractors can inter- 
rupt concentration. Techniques to combat both 


kinds of distractors can be used to reduce or 
eliminate poor concentration. 


B® Select concentration techniques that will help 
you increase your concentration while studying: 


Red-Bow Take-Charge 
Say-No No-Need 
Checkmark Mental Storage Box 
Tunnel Vision To-Do List 
Chunking Active Learning 


@ Relaxation techniques can be used to reach the 
relaxed Ahhhh state of mind. 


OPTIONS FOR PERSONALIZING CHAPTER 5 


1. PROFILE CHART—PERSONAL LOG Make a personal log entry that answers the following 


questions: 


What score did you have on the Chapter 5 Profile? _ 


Describe typical situations in which your ability to concentrate is low. Identify the source of the 


distractions. 


Which strategies in this chapter do you feel will be beneficial for you to learn in order to increase your 
ability to concentrate for longer periods of time? 


2. WORDS TO KNOW 


positive self-talk 
affirmations 


concentration 
ideal study area 


take charge 
say no 


mental stage 

soothing mask 
relaxation blanket 
breathing by threes 
deep breathing 

perfect place 

deep muscle relaxation 
emotional E words 


seeing success 
study-block goals 
warm-ups 

routine or ritual 
external distractors 
internal distractors 
physical stage 

red bow 


no need 

checkmark 

mental storage box 
tunnel vision 

To-Do List 
chunking 

active learning 
relaxation strategies 
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EXPAND THE CHAPTER VISUAL MAPPING In your book or on separate paper, expand the 
chapter visual mapping. Add details to each of the headings that are already given on the mapping. 
Personalize the mapping by adding pictures or colors. 


. WRITING ASSIGNMENT 1: WRITE A CHAPTER SUMMARY | Use the expanded visual mapping 


as the guide to writing a summary. While looking only at the chapter visual mapping, write a summary 
that includes each of the chapter main headings and the important details that explain each heading. 
After you have written a draft, proofread your spelling, grammar, and sentence structure. 


. WRITING ASSIGNMENT 2 Psychologists and researchers agree that we use only a very small por- 


tion of our mental abilities or potential. Excluding the concentration strategies you learned in this 
chapter, summarize as many other strategies or methods you have encountered that could be possible 
keys to unlocking more of our mental abilities. Consider a variety of sources for this information: 
reading, television, documentaries, health and nutrition reports, alternative medicines, and any other 
relevant source of information. 


. PORTFOLIO DEVELOPMENT Design a concentration monitoring system that you can use for 


three weeks each time you study. Begin by identifying a goal you wish to achieve that focuses on 
strengthening or lengthening your concentration span. Describe the strategies you plan to implement 
to achieve your goal. Keep records. After three weeks, write a summary paper about your concentra- 
tion project. Include any data or information you used to monitor your progress. Evaluate the effec- 
tiveness of your three-week plan. 
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Using a Reading 
System 


The SQ4R 
Textbook Reading 
System 


Using a 
Reading System 


Comprehension 
Strategies 


CHAPTER 


The process of reading 
college textbooks requires 
you to comprehend and 
learn large amounts of 
information. Does the 
amount of information in 
some chapters overwhelm 
you? Do you sometimes 
spend time reading and 
then not know what you 
have just read? Do you 
want to know how to 
condense the information 
into notes? Do you skip 
over some words because 
they are unfamiliar? Do you 
have difficulty finding the 
important main ideas to 
learn? This chapter 
provides you with a six- 
step reading system and 
techniques for improving 
your comprehension and 
remembering larger 
amounts of information. 
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Cuarter 6 Textbook Reading Profile 


DO, SCORE, and RECORD your profile before you read this chapter. If you 
need to review the process, refer to the complete directions given in the Profile 
for Chapter | on page 2. 


YES 


1. When I begin reading a new chapter, I open the book to the first page and 
read straight through to the end of the chapter. 


2. Iread the chapter review questions and the summary before I start reading 
the chapter. 


3. I write my own study questions for each heading and subheading in the 
chapter. 


4. I read all the information under one complete heading before I stop to 
think about what I’ve read. 


5. Loften finish reading a chapter only to find out that I remember very little 
of what I have just read. 


6. After I read a short section, I stop to highlight, underline, or take notes. 


7. When I study, I am quiet because I do all my practicing or reviewing in my 


head. 


8. I skip over unfamiliar words as long as I understand most of the other 
information. 


9. When I don’t understand a paragraph, I skip it and hope the next 
paragraph is easier. 


10. I look for the topic sentence in each paragraph. 


11. I visualize what I read. 


12. [use a consistent system for reading textbook chapters. 


Self-Awareness: Describe the system, methods, or approaches you cur- 
rently use to read a new chapter that has just been assigned. Give sufficient 
details so your process is clear to your reader. 
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The SQ4R Textbook Reading System 


The Steps of SQ4R 


) Step One: 
Survey the Chapter 
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One of the first textbook reading systems, SQ3R, was developed by Francis P. 
Robinson in 1941. This system acquired its name by using the first letter of each 
step in the system: survey, question, read, recite, and review. Other systems have 
been developed for reading textbooks, but they all basically contain the same 
essential steps found in SQ3R. The SQ4R system in this chapter is based on 
SQ3R with a fourth R added for the “record” step. The SQ4R system thus 
becomes a six-step approach to reading and comprehending textbooks. 


When you first open the book to read a new chapter, do not dive right in and 
begin reading from the beginning of the chapter straight to the end. Instead, 
learn the process of surveying. Surveying means to “look through,” preview, or 
get an overview of the introductory material, the main body of the chapter, and 
finally, the specific sections at the end of the chapter. 

Surveying the complete chapter gives you “the big picture” of the entire 
chapter. For most chapters, surveying takes less than twenty minutes. The ben- 
efits are many, so surveying the entire chapter is highly recommended. How- 
ever, sometimes it makes more sense to survey only part of a chapter. If the 
chapter is too long, you will not be able to survey it in less than twenty minutes, 
and there may be so many sections to the chapter that you are not able to “see 
the big picture.” When you are dealing with long chapters, survey only the 
amount of information that you feel you will be able to cover in one study block. 
If only a portion of the chapter was assigned, then focus most of your surveying 
on that section of the chapter. For the complete chapter survey, look at the fol- 
lowing parts of a chapter. 


Introductory Material The introductory material consists of the title for 
the chapter, the introduction, and the chapter objectives. Read the chapter title 
carefully and take a moment to relate this topic to previous topics and chapters 
and information you already know about the topic. 


Chapter Headings The headings (and subheadings) appear in a larger, 
bolder, or italic print. Begin moving through the chapter by glancing over the 
headings and the subheadings. These show you the “skeleton” structure of the 
chapter. Later, if you want, you can use the headings and subheadings to make 


an outline or a mapping. 


Visual Aids and Marginal Notes’ Graphs, charts, drawings, and photo- 
graphs are all considered visual aids. Sometimes visual aids also appear as 
marginal notes. The marginal notes may be brief explanations, short 
definitions, shortened lists of key points, icons, or pictures used to draw your 
attention to a key idea or study questions. 
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Step Two: 
Write Questions 
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Terminology Most textbooks contain terms and definitions that are im- 
portant to the content. Words that you should know how to define are often 
shown in color, in bold print, in italic print, or in underline. Glance at the terms, 
but do not stop to read the definitions. If you stop to read the definitions, your 
surveying will become lengthy, and you will be moving into the reading process 
itself. 


End-of-the-Chapter Information The special features found at the end of 
chapters vary from textbook to textbook. However, two common features 
are chapter review questions and a chapter summary. The end-of-the-chapter 
information is very important to read carefully, for it will summarize for you 
the most important concepts (main ideas) and supporting details that you 
should understand after you read and study the chapter. When you begin the 
reading process, you will have some foresight on the key points; you will also 
begin setting up your memory system for more thorough learning. 
Surveying works to your benefit in several ways: 


1. Surveying is a warm-up activity that gets your mind focused and prepared 
for serious work. You will not waste time procrastinating or stumbling 
through your books and notes trying to find a starting point. 


2. It increases your motivation, interest, and confidence in learning new 
information. You may find areas in the chapter that look interesting, 
stimulate your curiosity, or make you realize that the chapter is not going to 
be as difficult as you first thought. 


3. It helps you set goals and manage your time. You will get a general idea 
about the level of difficulty of the material and the length of the chapter so 
that you can set goals for the amount of material to cover in a study period. 


4. It stimulates the learning process by laying a foundation for comprehending 
the chapter. You will gain insight as to how the chapter is organized and 
how information is grouped. 


During the question step, formulate a question for each heading or subhead- 
ing in the chapter. Use the words which, when, what, why, where, how, or who to 
turn each heading or subheading into a question. Writing the questions will 
improve your comprehension as you read and will provide you with valuable 
study questions to use when you review the chapter. Because the process of 
learning should be tailored to strategies that work best for you, several options 
for the question step are available to try and select your preference: 


@ Full Chapter Questions in the Book: Create the questions and write the ques- 
tions in your book next to each heading and subheading. 


@ Full Chapter Questions on Paper: On your own notebook paper, draw a line 
down your paper to make a 2'/-inch margin on the left side of the paper. 
Write your questions in this margin. Leave several lines between questions so 
you will have room to write the answers to your questions on the right side of 
your paper after you have finished reading. 


@ Partial Chapter Questions in the Book or on Paper: Use the same methods 
given above, but create questions only for the portion of the chapter that was 
assigned or the portion you will read during one study block. 


@ Alternating Writing Questions and Reading: Write a question for a heading or 


a subheading, read that section carefully, and then write a new question | 


before you begin the next heading or subheading. This is a nontraditional 
way for this question step, but if you prefer this method, it can be used. 
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Writing your own study questions has several advantages: 


1. The questions give you a purpose for reading. Natural curiosity then leads 
you to read so that you can answer your questions. 


2. Your curiosity can help you concentrate on what you are reading. 
3. With increased concentration, you gain increased comprehension. 


4. Your questions help prepare you for future tests. You can prepare for a test 
by answering your own questions during the review step of SO4R. 


Some students feel that they should be able to “read fast” to get through the 
chapter. Others read the chapter only to find at the end of the chapter that they 
don’t remember much of what they have just read; consequently, they find it 
necessary to reread at least one more time. The read step of SQ4R encourages 
you to read carefully. For most textbooks, you should read one paragraph at a 
time and stop so that you can concentrate and comprehend each paragraph. 
With careful reading, you will not need to spend valuable study time rereading 
chapters. 

If the textbook is written on an easy-to-read level and does not contain large 
amounts of details in each paragraph, you can read more than one paragraph at 
a time before you stop for the next step. For a very difficult, technical textbook, 
you may find that you need to read and stop after several sentences rather than 
at the end of the paragraph. Reading carefully requires this flexibility; the 
amount you read at a time should be determined by your reading skills and the 
level of difficulty of the material. 

Reading carefully helps you in several ways: 


1. Your mind stays focused on the information. Reading too quickly or 
carelessly puts your mind into “automatic pilot,’ where little or no 
information registers in your memory. 

2. By keeping a stronger focus, you can attain accuracy and higher levels of 
concentration. The result is better comprehension. 

3. This approach gives your memory time to process new information before 
you start demanding that it take in even more information. You also have 
time to think about information and understand it with greater accuracy. 


4. It promotes critical thinking, an essential skill for college students. 


Reading comprehension involves finding main ideas and recognizing impor- 
tant supporting details. This chapter and the next show you how to locate this 
information. After you read a paragraph carefully, it is time to use the record 
step by taking notes of the important information you will need to learn. You 
have five basic choices of notetaking or recording systems to use for the impor- 
tant information: 


B® Underlining or highlighting (see Chapter 7) 
@ Writing notes in the margins of the book (see Chapter 7) 
™ Using the Cornell format to take notes on paper (see Chapter 9) 
@ Making hierarchies or visual mappings (see Chapter 11) 
@ Making notes on flash cards (see Chapter 8) 
After you learn to use all five options, you may find that you prefer one or 


two of them. If the textbook you are reading is not too difficult, usually one form 
of notetaking is sufficient. You may find, however, that you prefer to use a 
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Step Five: Recite 


Step Six: Review 
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combination of two or more systems to help you study and learn. Your goal is to 
learn how to use all five options and apply them as you feel is most appropriate 
for the situation. 

Recording can benefit you in several ways: 


1. It gives you a reduced or condensed form of the information that you need to 
learn. 


2. Because writing is involved, you are actively involved in the learning proc- 
ess. Your automatic pilot, a passive form of studying, does not have the 
opportunity to work. 


3. The writing process also involves fine motor skills, which form another 
channel into your memory system. 


Before you move on to the next paragraph, stop and use the recite step. Recite 
the information you wrote in your notes. Speak out loud and in complete 
sentences. 

Once you have finished reciting the information just covered, continue to 
move through the chapter by reading the next paragraph (or section) carefully, 
recording main ideas and important supporting details, and reciting the new 
information. As you move through the chapter with this method, your reading 
is thorough, detailed, and accurate. Your mind is alert, challenged, active, and 
focused. By devoting time and effort to this careful method of reading, you do 
not need to reread the chapter. When you have completed this cycle for the 
entire chapter, move on to the final step of SO4R. 

Reciting, one of the twelve memory principles, is valuable for these reasons: 


1. Reciting requires you to explain the information clearly. 


2. Reciting provides you with important feedback. If you are not able to recite 
the information, then you know that you did not understand it very well. 
Glance back at your notes for clues. 


3. Reciting leads to active learning, which increases your level and length of 
concentration. 


4. Reciting activates the auditory channel to your brain. The more senses you 


can use in the learning process, the stronger the paths will be to your 
memory. 


5. Reciting in your own words helps you avoid rote memorization. You are 
giving meaning to the information by using your own words. 


6. When you finish the read-record-recite cycle for the paragraph, you have 
the paragraph’s ideas fresh in your memory. You can then connect these 
ideas to the new information that you will be taking in as you read the next 
paragraph. 


After you have finished surveying, questioning, reading, recording, and recit- 
ing, you do the last step —reviewing. The review step can be accomplished ina 
variety of ways. The following activities are helpful for immediate review and 
ongoing review: 

m Answer any questions at the end of the chapter. 

m Answer the questions that you wrote in the question step. 

m Study and recite from the notes that you took in the record step. 

m Write a summary of the information in the chapter. 
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@ Personalize the information by asking yourself additional questions: How 


can this information be used? How does the lecture from class fit in with this 
information? Why is this important to learn? 


® Create additional study tools such as vocabulary flash cards, study tapes, or 


visual mappings. 
Reviewing is a vital step for several reasons: 


. An immediate review of information summarizes what you just learned. It 
provides you with the “big picture” supported by important details. 


2. The process of memory involves putting information into your long-term 


memory and being able to retrieve it from this memory storage when 
needed. To be able to retrieve information efficiently, you must practice it by 
reviewing it frequently. 


3. Frequent ongoing review keeps information fresh in your memory. You have 


less need to cram or feel unprepared for tests. 


4. When information is reviewed and understood clearly, you can more easily 


associate new information with information already in your long-term 
memory schemas. 


5. Making time for immediate and ongoing review builds confidence and 


creates a sense of satisfaction for being prepared and managing time 
efficiently. 


Ww Exercise 6.1 Knowing the Six Steps 


The following chart shows the steps of SQ4R. Fill each box with the name of the 
step. Then, with a partner, take turns practicing explaining each step of the 
process. Include as many details as you can remember without looking back in 


the book. 
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QB Exercise 6.2 Adjusting Your Reading Methods 


In the Self-Awareness writing at the beginning of the chapter, you discussed a 
typical approach you use to reading a new chapter. On your own paper, discuss 
the steps of SQ4R that you included in your previous way of reading a new chap- 
ter. Then discuss the changes in your reading approach that will occur when you 
begin to use the six steps of SQ4R. 


Comprehension Strategies 


If you are not able to understand what the author is saying, taking notes and 
reciting are impossible. Before you begin college-level courses that require 
extensive reading, first assess your reading skills. 

College-level reading requires strong decoding skills (reading multisyllable 
words), comprehension skills, vocabulary skills, and critical thinking skills. If 
you find reading college textbooks to be difficult, you may need to strengthen 
your reading skills. Check with your school’s developmental education depart- 
ment, study skills department, or reading programs. If reading courses are 
offered, seriously consider enrolling in one. A struggle with reading can be 
reduced through reading skills instruction. 

If you answer yes to one or more of these questions, you would benefit from 
reading instruction: 


@ Do you find that many of the words in your textbooks are unfamiliar? 

@ Do you often skip words because you can’t read them? 

H Do you have difficulty sounding out longer words? 

@ Do you read word-by-word rather than phrase-by-phrase? 

@ Do you frequently have difficulty figuring out what the author is saying? 


Comprehension is essential for any textbook you are reading. You will be 
faced with reading assignments in which you read the paragraph but don’t 
immediately understand its contents. The following comprehension techniques 
will help you break down a paragraph and more fully understand it. Use these 
techniques consistently as you read: 


Comprehension Strategies 


1. Read the paragraph out loud. 

2. Visualize or create “movies in your mind” about what you are reading. 
3. Substitute familiar words for unfamiliar words. 

4. Find the topic sentence with the author’s main idea. 

5. Identify the organizational pattern used for the supporting details. 
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Read Out Loud 


ROMA 


Visualize 
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Substitute Words 
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CSI eee LORS 


RRR ER SES 


CNIS Ss Se ee tao es aU NECN MR GH) 


CHAPTER 6 Using a Reading System 111 


Active reading can be enhanced by reading the information out loud. By saying 
the words and hearing the words, you give yourself extra assistance in under- 
standing a difficult paragraph. When you read out loud and when you speak, 
you usually group information into natural phrases, which makes the informa- 
tion easier to understand. When you use this technique, read out loud slowly, 
enunciate clearly, and concentrate on hearing the words. 


Weak comprehension sometimes occurs when a person reads too quickly 
for the information to be processed effectively and accurately. Taking the 
time to picture the information and create a “movie in your mind” carries a 
stronger image into your memory system. Some readers automatically visual- 
ize as they read; others need to apply more effort and intention to activate the 
visualization process. When you are having difficulty comprehending (or 
remembering) what you are reading, evaluate your approach to see if you are 
taking the time necessary to create the visual images. If pictures were not 
created, try reading the paragraph more slowly and force the visual images to 
develop as you read. 


Many readers with comprehension problems have the tendency to skip over 
unfamiliar words. If you skip some words or read words but do not know their 
meaning, your weak comprehension of the paragraph may be tied to its vocab- 
ulary. Specialized or course-specific vocabulary may be unclear, or words that 
are not set off in special print may be the source of the problem. Watch carefully 
for unfamiliar words as you read. Use the glossary in the textbook, a dictionary, 
or an electronic spell checker with a dictionary to locate a familiar word that 
has a similar meaning. In the text above the unfamiliar word, write the common 
or familiar word; then read the paragraph with the common word. This tech- 
nique converts formal, textbook writing into the vocabulary level that is famil- 
iar and comfortable for you. The following example shows how this technique 
of substituting words adds clarity and improves comprehension of a difficult 
paragraph. 


puzzling 
Few if any philosophies are as enigmatic as Daoism—the teachings of 


the Way (Dao). The opening lines of this school’s greatest masterpiece, 
morality associated with 
The Classic of the Way and Virtue (Dao De Jing), which is ascribed to the 
famous challenge 
legendary Laozi, immediately confront the reader with Daoism’s 


contradiction walked lasting 


essential paradox: “The Way that can be trodden is not the enduring 


and the unchanging Way. The name that can be named is not the 
claims 
enduring and unchanging name.” Here is a philosophy that purports 
at the same time 


to teach the Way (of truth) but simultaneously claims that the True 


exceeds beyond Contained laa 
Way transcends human understanding. Encapsulated within a little book 


resists rejects 
of some five thousand words is a philosophy that defies definition, spurs 


reason, and rejects words as inadequate. 


Andrea, The Human Record, p. 93. 
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The subject of a paragraph is called the topic. The topic is usually one, two, or 
three words. Begin by asking yourself: In one, two, or three words, what is this 
paragraph about? If you still do not know the topic, look for a word or phrase 
that appears a number of times in the paragraph. This word or phrase often is 
the topic. 

Once you have determined the topic, you can now look for a broad sentence 
that contains that topic word. By definition, a paragraph is a series of sentences 
grouped together to develop one specific main idea. The main idea tells the 
important point the author wants to express in the paragraph; it is expressed in 
the topic sentence. In textbooks, the topic sentence is often the first sentence. To 
find the topic sentence, ask yourself these questions: 


® Does this sentence have the topic word? 
@ Is this what the author is trying to get across? 
™@ Does everything else in the paragraph relate to this one idea? 

The topic sentence is like an umbrella. It needs to be broad enough that all 
the other information or details in the paragraph relate to the large “umbrella 
sentence.” If the sentence you select as the topic sentence does not in some way 


include or relate to some of the details in the sentence, you did not find the true 
topic sentence. 


{ovic Jentence 


detail detail 


You can use this strategy to locate the main idea: 


1. Check the first sentence, since the topic sentence is often placed at the 
beginning of the paragraph in textbooks. 


2. If the first sentence does not seem to be the “umbrella sentence,” check the 
last sentence. Sometimes details are presented and then summarized in the 
last sentence as a topic sentence. 


3. If the last sentence doesn’t reflect the main idea of the paragraph, carefully 
examine the sentences within the paragraph. 


4. If none of the sentences work as the “umbrella sentence,” you may be 
working with a paragraph with an implied main idea. 


Sometimes writers do not directly state the main idea anywhere in the para- 
graph. They use an implied main idea. The assumption with an implied main 
idea is that you will be able to state the main idea clearly in your own words 


after you read and think about all the supporting details. If you cannot find a 
topic sentence, ask yourself: 


®@ What is the author saying in this paragraph? Answer the question in one sen- 
tence in your own words. 


™ Is there a sentence that says basically this same thing? If the answer is no, the 
topic sentence may be implied. 
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Some readers are able to identify supporting details, but they still have diffi- 
culty seeing how the details are related or why they belong in one paragraph 
under one topic sentence. Discovering the pattern used to organize the details 
in the paragraph so that they support the main idea can help with comprehen- 
sion. Although there are many possible organizational patterns an author can 
use, the five most common patterns used in textbooks are discussed in this 
section. 

You will encounter these five organizational patterns not only in reading 
classes, but also in writing classes. Being familiar with the characteristics of 
these organizational patterns will strengthen not only your reading skills, but 
also your writing skills. 

The five common patterns are shown below. Following each pattern is an 
example of a visual form that could be used to show the relationships between 
two or more items in the paragraph. While there are many ways to pictorially 
show the information, the examples given are excellent starting points. 


Chronological Pattern If you look carefully at the details, you may notice 
that they are presented in a logical time sequence called chronological order. 
Chronological order is often used when a story is being told (a narrative) or 
when a procedure or process is being explained. The chronological pattern 
indicates that the details happen in a specific, fixed order to get to a conclusion 
or a result. 


es Ee ee 


Clue words that are used in this pattern: when, then, before, next, after, first, 
second, and finally. 


Comparison or Contrast Pattern When two or more objects or events are 
being discussed, a comparison pattern is being used. This pattern can include 
both likenesses and differences. However, if only differences between two or 
more objects are being discussed, a contrast pattern is used. After you are able 
to identify the comparison or the contrast pattern, you will more easily 
understand what is being said about each subject. 


Features 


Clue words that are used to signal likenesses: also, similarly, and likewise. Clue 
words that are used to signal differences: but, in contrast, on the other hand, 
however, although, and while. 


Definition Pattern Many textbook paragraphs simply explain the meanings 
of terms. If the term being used is a vital key to comprehending more complex 
information, an entire paragraph may be devoted to helping you grasp the 
meaning of the term through the use of explanations, negations, analogies, or 
examples. A definition paragraph often has the term to be defined in bold 
letters in the first sentence of the paragraph. 
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key points, characteristics, analogy, examples 


Clue words used in this pattern are: means, is, can be considered, and is defined as. | 


Examples Pattern In the examples pattern, once an important idea, term, 
or theory is presented, the author expands your understanding by giving you 
clear examples of the theory before moving on to new information. 


<—> 
oe | | om | | 


Clue words for this pattern are: for example, another example, an illustration of 
this. 


Cause/Effect Pattern Often the relationship between two.items shows that 
one item caused the other item to happen. Sometimes one cause can have more 
than one outcome or one effect. In other cases, several causes can produce a 
given effect or outcome. Whenever there is a relationship that shows that one 
item caused or made the other happen, a cause/effect pattern is being used. 


Effect 


Clue words for this pattern are: because, since, so, therefore, caused by, and result in. 


These six organizational patterns can help you follow the author's thinking 
and the purpose of each paragraph. (See the following chart.) It is important to 
realize, however, that one paragraph may use more than one organizational 
pattern. For example, a definition paragraph may use examples to help explain 
the definition; a cause/effect paragraph may also use chronological order. If you 
are able to identify more than one pattern working, you are reading carefully 
and thinking about the details as they are presented. 
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— Summary Chart for Organizational Patterns 


Pattern Purpose Is to Show: ) Clue Words 


7 


azz, Web-site links are available online. 


Computer Projects 
1. Set up columns for Step 2 of SO4R. Write your questions in the left column. When you are 
ready for the review step, write your answers in the right column. 


. Make vocabulary study sheets by working in columns. Write the vocabulary word (terms to 
know) in the left column. Write the definitions in the right column directly across from the 
vocabulary words. 


. Write your notes (record step) on the computer. 
. Use a graphing or flow-chart program to expand the visual mapping. 


. Scan a difficult textbook page into the computer. Highlight unfamiliar words. Check their 
meaning in your computer thesaurus program. 


. Use a graphics program to make visual representations of the organizational patterns for the 
passages in Exercise 6.6. 


. Use a tables program to complete Exercise 6.7. 


ec ES 


Group Web-Search Activity is available online. 
hg aoe NE a a IS ovr orerv ner ne doom rio oer elon 


Case Studies are available online. 
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WS EXERCISE 6.3 Discussing Visualizations for Passages 


Locate a paragraph or a short passage from one of your textbooks that can be 
used to practice the skills of visualization. Read the passage and visualize the 
information unfolding. Create a “movie in your mind” of the information. Bring 
the passage to class. With a partner, exchange passages. Read your partners pas- 
sage and create a “movie in your mind.” Verbally describe the movie to your part- 
ner so the two of you can compare the images that were created through 
visualization. 


WS, Exercise 6.4 Substituting Common or Familiar Words 


For some students, the words in italics in the following paragraph maybe unfa- 
miliar and lead to poor comprehension. Above each italicized word, write a com- 
mon word that has the same or very similar meaning. Then read the paragraph 
out loud using your substituted words. 


From Germany to the Balkans, hostility is again breaking loose among the mosaic of 


ethnic minorities that live cheek by jowl. The enmities are the same as those that 


enfeebled the Austro-Hungarian and Ottoman Empires and helped start World War I 
in 1914 and that Hitler manipulated in the years leading up to World War II in 1939. 
Such enmities will continue to threaten world peace in the twenty-first century. A 
corollary of this is the changed nature of war. Formerly war was an interstate affair in 
which organized armies met in combat. Today, ferocious civil war is the norm. The mil- 
itary historian Martin van Crevald writes: “The characteristics of the new kind of war- 
fare, of which Bosnia is an example, are that sophisticated modern weapons play little 
role. .. . But although sophisticated weapons are scarcely used, these new wars tend 


to be very bloody because there is no distinction between armies and peoples, so 


everybody who gets in the way gets killed.” 


Mansbach, The Global Puzzle, p. 17. 
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C3@) Exercise 6.7 LINKS 


For this critical thinking exercise, identify any two principles of memory that are used in the survey step of 
SQ4R. Explain how each principle is used during the survey process. Continue in this manner to identify 
each of the steps of SO4R, and discuss two principles of memory that are actively used in each step. Do not 
repeat any one principle more than two times in your answer. You may create a chart for your answers, or 
you may write your answers as a short paper with one paragraph used to discuss each of the steps of SO4R. 


SUMMARY 


@ The goal of the SO4R reading system is to 
comprehend information as you work through 
the chapter of a textbook so that you will not 
need to keep rereading the chapter to learn 
information. 


@ Careful, thorough, and accurate reading results 
when you use the six steps of the SO4R reading 
system. 


1. Survey the sections of the chapter. 
2. Write questions for each heading and 
subheading. 


4. Find the topic sentence. 
5. Identify the organizational pattern. 


@ The topic sentence can be identified by: 


1. Finding a sentence that contains the topic 
word (subject). 

2. Determining if the sentence states the main 
point the author is making. 

3. Checking that the sentence works as an 
“umbrella sentence.” 

4. Using information about frequency of loca- 
tions in the paragraph for the topic sentence: 


3. Read paragraph-by-paragraph. first, last, middle, implied. 
~ Record note gue ey Soe ener (patel apn. @ The following organizational patterns are used 
5. Recite important information. : ene 

ae : to arrange supporting details within a 
6. Review information frequently. 

paragraph. 
@ Use one or more of the five comprehension 

; oe 1. chronological 

strategies as needed to understand difficult 5 ze 
i . comparison/contrast 

oe aa 3. definitions 
1. Read out loud. 4. examples 
2. Visualize what you read. 5. cause/effect 


3. Substitute familiar words. 


OPTIONS FOR PERSONALIZING CHAPTER 6G 


1. PROFILE CHART—PERSONALLOG Answer the following questions in your personal log. 


What score did you have on the Chapter 6 Profile? 

How does the SO4R system differ from the methods you discussed using in the Self-Awareness 
sections at the beginning of the chapter? 

What advantages do you see in using the SQ4R system for reading your textbooks? 


2. WORDS TO KNOW 


SO4R system marginal notes record step 

surveying end-of-the-chapter information recite step 
introductory material question step read-record-recite cycle 
headings, subheadings read step review step 


visual aids automatic pilot topic 


ZU 
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main idea organizational patterns definition paragraph 
topic sentence chronological pattern examples pattern 
umbrella sentence comparison pattern cause/effect pattern 
implied main idea contrast pattern 


. EXPAND THE CHAPTER VISUAL MAPPING In this chapter, there are only two main headings. 


On your own paper or on page 103, expand each of these main headings by adding the subheadings 
and any other details that are important supporting details. 


. WRITING ASSIGNMENT 1 Use all six steps of the SQ4R system for any chapter from another text- 


book. Explain how you applied each step. 


. WRITING ASSIGNMENT 2. Metacognition involves understanding how you learn and applying 


that knowledge to the strategies that you use when you approach a new task. SQ4R provides the 
learner with options for writing the questions (step 2), recording information (step 4), and reviewing 
the information (step 6). Explain the options you prefer to use in steps 2, 4, and 6. Explain why you 
prefer to use those options. 


. PORTFOLIO DEVELOPMENT Select any chapter from any textbook to use the SQ4R system. 


Complete each of the steps below. Your work may be done by word processing. Your final project 
should clearly demonstrate your ability to use all six steps of SO4R effectively. 


a. Write one or more paragraphs that tell how long surveying took, how many pages you surveyed, 
and what you learned about the chapter by surveying. 


b. Write your questions in your book or on paper. 

c. Write one or more paragraphs that tell how you read and used the read-record-recite cycle. 
d. Include your notes or photocopies of the highlighting that you used for the record step. 

e. Write answers to each of the questions you composed in the question step. 


f. Write one or more paragraphs that tell how you reviewed the material. 
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Textbook 


Using Other 
Marking 
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Working with 
Textbook 
Information 


Studying 

eae from Your 
Writing Ais 4 

Summaries Highlighting 
and 


Markings 


CHAPTER 


Contrary to what you may 
have been told most of 
your life, you should write 
in your books—especially 
in your textbooks. What 
you write or highlight 


_ should be done to help you 


learn and study more 
efficiently. Do you know 


‘how to highlight effectively 


or do you tend to highlight 
too much information? Do - 
you use a special 


technique for the — 
terminology? Do you make 


good use of available 
margin space? Do you 


_ practice expressing the 


information in writing prior 
to a test? This chapter 
shows you methods for 
selecting the important 
information to highlight, 
ways to mark and create 
marginal notes, and how to 
write summaries to use for 
review later. 
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CHAPTER 7 Working with Textbook Information 


Name 


Date 


DO, SCORE, and RECORD your profile before you read this chapter. If you 
need to review the process, refer to the complete directions given in the Profile 


for 


Jp 
Mh 


10. 


1A; 


12, 


Chapter 1 on page 2. 


I reread chapters at least three times when I am preparing for a test. 


When I read a chapter, I am usually able to pick out the important details 
to study. 


. When I highlight, I highlight most of the paragraph. 


. After I have read a paragraph, I can usually find the topic sentence with 


the main idea. 


. I circle words I know I will have to define. 
. Imake brief notes in the margins of my books. 


. Luse introductions, special print (bold, italic, or colored), and numerals, 


and I number words to help me identify supporting details. 


. When I study from my highlighting, I concentrate only on what I marked 


as important; I try not to read the information I didn’t mark. 


. [recite and write summaries by stringing the key ideas and supporting 


details together to make my own sentences. 


Iuse rote memory to recite the exact words and phrases that I highlighted 
in my notes. 


All the details in a paragraph seem to be important, so I tend to highlight 
all of them. 


I know how to use punctuation and word clues to identify definitions of 
key terms. 


Self-AwareneéSs: Describe a typical way you write in or mark textbooks. 
Have you established some kind of system to use? Explain your methods and 
assess their effectiveness. 


VES 


NO 


Copyright © Houghton Mifflin Company. All rights reserved. 


Copyright © Houghton Mifflin Company. All rights reserved. 


Highlighting Your Textbook 


CHAPTER7 Working with Textbook Information 125 


An effective reader of textbooks must discover how to identify the information 
that needs to be learned. Chapter 6 discussed the beginning point: finding the 
main idea of each paragraph. The next step is to identify the details that support 
the main idea; this information can then be highlighted. Highlighting reduces 
the amount of information that needs to be studied. When it is time to review 
the information in a textbook, your study time should be spent focusing on the 
information that you highlighted and not on rereading entire chapters. 

Highlighting involves the use of light-colored highlighter pens to mark the 
important information to learn. Selectivity is essential. Overmarking a para- 
graph defeats the purpose of highlighting. Strive to highlight 30-40 percent of 
the paragraph. Some students prefer to underline important information with 
a pencil or a pen; however, highlighting is more highly recommended as the col- 
ors Clearly separate the important information from the less important. 

Two levels of information will be highlighted in each paragraph. The steps 
are shown below: 


Steps for Highlighting 


Step One: Find the 
Topic Sentence 


NLL AMT REG A ET UN RUG 


1. Locate the topic sentence (the main idea) and highlight it completely. 
2. Identify and highlight key words or phrases that support the main idea. 


ide pletely this ).) When you study, a 
clearly marked topic sentence helps you keep your focus on the author’s main 
point. This is the only sentence in a paragraph that should be completely under- 
lined or highlighted. Remember that the main idea or topic sentence must serve 
as an “umbrella sentence.” It must be broad enough that all the other infor- 
mation in the paragraph “fits” under this sentence. Notice how the main 
ideas underlined in the following passage capture the main point of each 
paragraph. 


(Wetworking) Inthe job-getting process, networking refers to developing 
a_ group of acquaintances who might provide job leads and career 


guidance. The term has been used so much recently that it has perhaps 


become a buzzword, but it is still an important job-getting tool. 
Everyone—from the most recent college graduate to the president of a 
Fortune 500 firm—has a network on which to draw in searching for a job. 

Your initial network might include friends, family, professors, former 
employers, social acquaintances, college alumni, your dentist, family 
doctor, insurance agent, local business people, your minister or rabbi—in 
short, everyone you know who might be able to help. Ideally, your 
network will combine both personal and professional connections. That’s 
one benefit of belonging to professional associations, and college isn't 
too early to start. Most professional organizations either have student 
chapters of their associations or provide reduced-rate student mem- 


berships in the parent organization. 
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Step Two: Find the 
Supporting Details 
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By finding the topic sentence, you know the main idea or main point of the 
paragraph. Now you need to identify the important details that support this 
topic sentence. If you were asked to explain the topic sentence or “prove” the 
point made in it, which key words, phrases, definitions, facts, statistics, or 
examples would you use in your explanation? Locate these supporting details 
or key words and mark them. You can skip over words such as fo, and, with, 
also, and in addition because they are not key words. If a key word is used sev- 
eral times, mark it only once. As you are looking for key words, take note of lists, 
bullets (dashes or dots), and marginal notes. All these may indicate important 
supporting details. 


Once you identify specific supporting details, you need to ask yourself 


whether or not the details are important to learn. Some details, such as 
extended explanations of examples, help you understand a concept but are not 
details you are expected to know. Selectivity is essential so that you do not high- 
light too much unnecessary information. Because you are selecting details that 
will serve as triggers or associations for your memory, you may select key words 
or phrases that other students may not feel are necessary. As long as you are tar- 
geting the essential details, do not be concerned if your highlighting is not 
exactly the same as another student’s highlighting. Generally speaking, sup- 
porting details you will be highlighting include the following: 

™@ specific facts such as names, dates, places, or statistics 

®@ definitions 

@ reasons or expanded explanations 

@ causes or effects 

@ examples 


Notice which supporting details are underlined in the following example. 
Are these the same details you would choose to underline? 


Global politics, then, has many kinds of issues. Some, such as 


U.S.—Russian arms negotiations or Syrian—Israeli peace negotiations, 
involve the quest for security. Others, such as negotiations on trade 


barriers, focus on economic questions. Still others, such as controversies 
about acid rain, are about threats to the environment. In other words, the 
enormous range of issues in global politics covers diverse topics. 
Increasingly, the global agenda is attracting nontraditional issues that 
either produce cooperation or necessitate collaboration if disaster is to be 
avoided. 


Mansbach, The Global Puzzle, p. 19. 


Most paragraphs that you read will have a topic sentence and supporting 
details. However, on occasion you may encounter a paragraph that does not 
seem to have any new information. This may be a transition paragraph; the 
information in it does not need to be marked. Transition paragraphs 


@ Are designed to help ideas from one paragraph flow smoothly into the next 
paragraph. 
@ Are usually short. 
@ Do not contain strong main ideas or new details. 
If the paragraph you are reading is more than a few sentences long and con- 


tains new terminology or new ideas, it is not a transition paragraph. Do not skip 
over it; read more carefully to find the important information to highlight. 
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S Exercise 7.1 Highlighting Main ideas and Supporting Details 


Return to the following exercises. Identify and highlight the main ideas and the 
supporting details that you feel are important. Compare your work with the work 
of another student. Remember, it is very likely that you and the other student will 
not have selected exactly the same key words or phrases to highlight. 

Go to Exercise 6.5 (page 117) or Exercise 6.6 (page 118). 


Using Other Marking Techniques 


Selecting and highlighting the main ideas and the important key words or 
phrases for the supporting details are the basics of marking a textbook. 
However, additional techniques can be used to refine the process of marking 
your textbooks. Each of the following techniques should be used when appro- 
priate to clarify or organize the information more effectively: 


Other Marking Techniques 


1. Circle important terminology. 

2. Add numbers to label steps or lists of information. 

3. Add brackets with abbreviations for larger sections of important information. 
4. Add marginal notes. 


Circle Terminology More than 60 percent of most test questions are based directly on knowing and 
understanding specialized terminology (vocabulary words). For this reason, it 
is important to identify and mark the terms you need to define. Words that are 
underlined or printed in bold, italic, or colored print are usually terms to know. 
Circle key terms to make them stand out. Then mark the main points of the term’s 
definitions. 

In the following example, notice how the main idea is underlined, key 
words and phrases are underlined, and terms to know are circled. 


Decisional Roles As you might suspect, a(decisional role) is one 


that involves various aspects of management decision making. The 
decisional role can be subdivided into the following four specific 
managerial roles. In the role of€ntrepreneun)the manager is the voluntary 
initiator of change. For example, a manager for Coca-Cola who develops 
anew strategy or expands the sales force into anew market is playing the 


entrepreneur's role. A second role is that of(disturbance handler) A 


manager who settles a strike is handling a disturbance. Third, the 


manager also occasionally plays the role of(esource allocator) In this role, 


the manager might have to decide which departmental budgets to cut 
and which expenditure requests to approve. The fourth role is that of 


(negotiator)Being a negotiator might involve settling a dispute between a 


manager and a worker assigned to the manager's work group. 
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Pride, Business, p. 185: 


Frequently the definitions for special terminology (vocabulary words to 
know) are given within the paragraph. Two kinds of clues that are used to draw 
your attention to the definitions are summarized following: 
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Add Numbers 
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Summary Chart 
Punctuation Clues Word Clues 
commas P F also, defined as, is, are, called, 
dashes = — | means, known as, referred to as, to 
parentheses ( ) describe, which is, or 
colon 


The first kind of clue involves punctuation clues. Commas, dashes, paren- 
theses, and colons are forms of punctuation that signal a definition. The defini- 
tion is often found between the commas or dashes, inside the parentheses, or 
following a colon. Notice how the punctuation clues in the following examples 
signal the definition. 


The use of aquality circle) a group of employees who meet on company 


time to solve problems of product quality, is one way that auto makers are 


implementing this strategy at operations level. 


Instead, Aristarchus propounded the(heliocentric theory—that the 


earth and the planets revolve around the sun. 


Credibility problems can occur from improper or careless@nunciation) 
(the way you articulate and pronounce words in context). 


An (empirical formula) is the simplest formula for a compound: 


the formula of a substance written with the smallest integer subscripts. 


The sécond type of clue that signals definitions is the word clue. The fol- 
lowing words are used frequently to link a vocabulary word to its definition: 


also definedas referredtoas knownas_ called 
is/are todescribe mean/means_ whichis or 


Often, the term is presented first and then followed by the definition. 
However, the order can be reversed; the definition may be given first followed 
by the naming of the term. Notice how these word clues are used in the follow- 
ing sentences to signal the definitions: 


A@ialecdfis]a particular speech pattern associated with an area of the 
country or a Cultural or ethnic background. 


When we talk about @ulture) we|[mean] the customary traits, attitudes, 


and behaviors of a group of people. 


A topic sentence that uses words such as kinds of, reasons, advantages, causes, 
effects, ways, or steps often has a list of supporting details. Ordinals, or “num- 
ber words,” such as first, second, or third, may point you in the direction of 
individual details. Use a pen to write the numerals (1, 2, 3) on top of the ordi- 
nals. Also watch for words such as next, another reason, and finally, which are 


place holder words used to replace ordinals. Read carefully and write a new 
numeral on these words as well. 


Sometimes ordinals are not used. A clue may be given, however, as to the ~ 


number of details you should find. For example, saying that there are “five rea- 
sons’ for something lets you know that you should find five details. These 
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details can be numbered clearly. With a pen, write / where the first item in the 
list is discussed, write 2 where the second item is discussed, and so on until each 
supporting detail is numbered. Your final number of details should match the 
original clue (five reasons). 


Summary Chart: Signals Used to Guide Numbering in Notes 


“Topic Sentence Words: Pr clguipencanen Cini cro 
_ ways, steps . 


In the following example, notice how the main ideas (topic sentences) are 
completely underlined and the key words of supporting details are also under- 
lined. Numbers are added to show lists of items. A few marginal notes have 
been added in the margins to summarize the information. 


Consumerism 


; "i Fall eee ea 
RS PEA aaa te 


Consumerism has been with us to some extent since the early nineteenth 
century, but the movement came to life only in the 1960s. It was then that 
President John F. Kennedy declared that the consumer was entitled to a 
new “billofrights.” 


The Four Basic Rights of Consumers 


|. Saf : : 
2 ans afe o_be informed o choose. and to he heard These fourrights are 
3. Choice the basis of much of the consumer-oriented legislation that has been 
a SER alA passed during the last twenty-five years. These rights also provide an 


Add Brackets and 
Abbreviations 


NG 


effective outline of the objectives and accomplishments of the consumer 


movement. 


After you have read a paragraph carefully, several sentences may seem 
extremely important because together they provide an important explanation 
or include many important terms. To avoid too much marking, draw a bracket 
next to the information instead of underlining or highlighting. 


1. The bracket reminds you to study the entire marked section. 
2. You can use abbreviations in the margins to indicate the content inside the 
bracket. 
3. Common abbreviations used include: 
EX. for example 
DEF. for definition 
IMP. for important 
? for information you don’t understand 


i 4. Use brackets sparingly. Overuse reduces the effectiveness of marking your 
textbook. 
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Add Marginal Notes 


Sign mind 
—_—_— 
— logical 
— controls 
— judges 
— strangles 
creativity 
Design mind 
pee 
— creative 
— imagination 


— artistic 


— curious 


Clustering 


PART THREE _ Using Effective Textbook Reading Techniques 


Marginal notes are written by you in the margins of your textbook. Marginal 

notes are most effective in textbooks that provide ample space to the left of the 

text. Marginal notes must remain brief so the page is not cluttered and the notes 

are easy to read. Marginal notes can include brief: 

@ Summaries of the paragraph. 

@ Lists of ideas in the paragraph. 

H Key words or words that you will need to be able to define. 

@ Short comments or questions. 
Marginal notes can be used several ways depending on the complexity of 

the information you are reading. If there is a lot of new information in the para- 

graphs, you may first want to mark the paragraphs and then make marginal 

notes. If the paragraphs are relatively easy to read and do not contain large 

amounts of information, you may find that the only notes you will need are 


marginal notes. 
Note how marginal notes help clarify the following passage. 


In her book Writing the Natural Way, Gabrielle Rico explains the method 
she devised to help her students get in touch with the creative, inventive 
part of themselves. Rico calls the part of ourselves that is always trying to 
be logical and put things in the right order the('Sign mind.”)The other 
creative part of ourselves that is longing to express our well-hidden 
imagination and artistic ability she calls theDesign mind.”)Rico’s Sign 


mind .. . controls, judges, and supervises. To get out from under this 
watchdog, who tends to strangle our creative impulses in their early 


stages, Rico suggests the strategy she calls clustering as a way of giving 


your playful, curious Design mind free rein to generate ideas. 
Begin with a nucleus word circled on an empty page. Then go with 


any connections that come into your head, writing each down in its own 


IMF. 


circle. Connect each new word or phrase with a line to the previous circle. 
“As you cluster,” Rico warns, “you may experience a sense of randomness 
or, if you are somewhat skeptical, an uneasy sense that it isn’t leading 
anywhere. ... Trust this natural process, though. We all cluster mentally 
throughout our lives without knowing it; we have simply never made 
these clusterings visible on paper.” 


BS EXERCISE 7.2 Practicing Highlighting and Marking Passages 


Photocopy one page from one of your textbooks. Select a page that begins with a 
heading or a subheading. Practice highlighting and marking the page. Bring your 


work to class to share. 
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Date 


S EXERCISE 7.3 Applying What You Have Learned 


Use the highlighting and marking techniques you have learned from this chapter to 
show the main ideas and important supporting details in the following passage. 


Maslow’s Hierarchy of Needs 


The concept of a hierarchy of needs was advanced by Abraham Maslow, a psychologist. 
A need is a personal requirement. Maslow assumed that humans are “wanting” beings who 
seek to fulfill a variety of needs. He assumed that these needs can be arranged according to 
their importance in a sequence known as Maslow’s hierarchy of needs. 

At the most basic level are physiological needs, the things we require to survive. These 
needs include food and water, clothing, shelter, and sleep. In the employment context, these 
needs are usually satisfied through adequate wages. 

At the next level are safety needs, the things we require for physical and emotional security. 
Safety needs may be satisfied through job security, health insurance, pension plans, and safe 
working conditions. 

Next are the social needs, the human requirements for love and affection and a sense of 
belonging. To an extent, these needs can be satisfied through the work environment and the in- 
formal organization. But social relationships beyond the workplace—with family and friends, 
for example—are usually needed, too. 

At the level of esteem needs, we require respect and recognition (the esteem of others), as 
well as a sense of our own accomplishment and worth (self-esteem). These needs may be satis- 
fied through personal accomplishment, promotion to more responsible jobs, various honors 
and awards, and other forms of recognition. 

At the uppermost level are self-realization needs, the needs to grow and develop as people 
and to become all that we are capable of being. These are the most difficult needs to satisfy, 
and the means of satisfying them tend to vary with the individual. For some people, learning a 
new skill, starting a new career after retirement, or becoming the “best there is” at some en- 
deavor may be the way to satisfy the self-realization needs. 

Maslow suggested that people work to satisfy their physiological needs first, then their safety 
needs, and so on up the “needs ladder.” In general, they are motivated by the needs at the lowest 
(most important) level that remain unsatisfied. However, needs at one level do not have to be com- 
pletely satisfied before needs at the next-higher level come into play. If the majority of a person's 
physiological and safety needs are sat- 
isfied, that person will be motivated 


primarily by social needs. But any phys- Self-realization needs 

iological and safety needs that remain 

unsatisfied will also be important. Esteem needs 
Maslow’s hierarchy of needs pro- 

vides a useful way of viewing employee Social needs 


motivation, as well as a guide for man- 


agement. By and large, American busi- 


ness has been able to satisfy workers’ Safety needs 


basic needs, but the higher-order needs 
present more of a problem. They are Physiological needs 
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not satisfied in a simple manner, and 


the means of satisfaction vary from Maslow’s Hierarchy of Needs 


one employee to another. Maslow believed that people seek to fulfill five categories of needs. 


Pride, Business, pp. 270-271. 
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Studying from Your Highlighting and Markings 


. SAAS 


The process of highlighting and marking is only the beginning step in learning. 
You must now use these markings to help you learn important information. 


How to Use Marking 


1. Reread only the marked information. 
2. String the marked information together to make sentences. 
3. Recite using your own words. 


String Ideas 
Together 


Read what you have highlighted; include any numbering that you added. Do not 
let yourself reread the information that is not marked. Review these notes 
slowly to allow time for your mind to absorb, connect, and associate the infor- 
mation. You may want to read out loud to help your concentration and increase 
your comprehension. During this step, your reading will sound broken or frag- 
mented. However, you will be reading all the main ideas and the key words of 
selected details. 


Look at the marked information again. Instead of just reading, string the words, 
phrases, and sentences together by using some of your own words to connect 
the ideas together in full sentences. As you begin stringing ideas together, 
include the main idea and the important supporting details. This is an ideal 
time to turn on a tape recorder if you would benefit from having a review tape 
to use for studying. In addition to verbalizing the ideas, you can practice pic- 
turing or visualizing the information in the paragraph. Practice stringing the 
ideas together in your own words helps you personalize what you are reading. 
You are, in fact, converting textbook language into your own, more common 
form of language. In doing so, you are practicing expressing information in a 
more familiar form of language —your own. 

Refer back to the excerpt about the “Sign mind” and the “Design mind” 


(page 130). When you look only at the marked information, this is what 
youl see: 


m Gabrielle Rico explains the method she devised to help her students get in 
touch with the creative, inventive part of themselves. 


gw logical, right order—“Sign mind” 

m other creative part, imagination and artistic ability—“Design mind” 
gm “Sign mind” controls, judges, and supervises 

@ strangle our creative impulses 

@ Strategy, clustering 

m playful, curious “Design mind,” generate ideas 

@ Begin with a nucleus word circled on an empty page. 

@ natural process—we all cluster mentally 


As you see in the next example, all the marked information is used, but the 
markings are connected with additional words, your own words, that you add 
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so your sentences make sense. When you string the foregoing information 
together into your own sentences, the result may sound like this: 


Rico uses a method to get in touch with the creative, inventive part of 
people. The logical part of our minds that tries to put everything in a right 
order is called the “Sign mind.” The other creative part of our minds has 
imagination and our artistic ability. This part is called the “Design mind.” 
The Sign mind always tries to control, judge, and supervise our thinking. 
It strangles our creative impulses. Rico has a strategy called clustering 
that helps the playful, curious Design mind to generate ideas. 

Clustering begins with a nucleus word circled on an empty page. 
New words that are related to the nucleus are written down and 
connected to the nucleus. This is a natural process. We all cluster 
mentally. 


BEI RRR SEN I TES 


SINn? 


e paraphrasing, putting ‘ our O ords. If you were to 
recite word for word exactly as it was printed in the book, you would be empha- 
sizing rote memory, a type of memory that is not as effective as thorough learn- 
ing. After you have recited from memory, look back at your book to check your 
accuracy. Use your marginal notes and other markings as feedback to accuracy. 
If you made some mistakes, practice saying the information correctly. 

Reciting reinforces the information you are learning and imprints the infor- 
mation more firmly in your long-term memory. As you remember, reciting is a 
principle of memory. It is powerful and it works! If you are an auditory learner, 
turn on a tape recorder while you are reciting. By recording yourself para- 
phrasing what you have read, you will create an excellent study tape that you 
can listen to for reviewing. 


B Exercise 7.4 Stringing Highlighted information Together and Reciting 


Return to Exercise 7.3. Reread only the information that was highlighted. 
Remember, your reading will sound broken or fragmented at this point. Then go 
back and string the ideas together by adding your own words to connect the high- 
lighted information. Look away. Recite the information about Maslow’ hier- 
archy. Refer back to the passage to check your levels of detail and your accuracy. 
Practice this several times until you feel prepared to recite the information to a 
partner, a group, or the class. 
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NN Exercise 7.5 Forgetting Theories 


1. Read the following passage carefully. Then, find the main idea and high-light 
it completely. Identify and highlight key words and phrases that are supporting 
details. 


2. Read the highlighted information. String the ideas together in complete 
sentences; add your own words as necessary. 


3. Practice reciting the information in this passage without looking at the 
printed page. 


Theories of Forgetting 


Even when the twelve principles of memory are used, some information may be forgotten. 
The following five theories of forgetting are offered by psychologists to explain some of the 
reasons information can be “forgotten.” The Decay Theory applies to short-term memory. It 
is possible that some stimuli, when received, are too weak. The information simply decays or 
fades away before it can be sorted or processed. Since this information is never processed, it 
was never really “learned.” The second theory, Displacement Theory, also occurs in short-term 
memory. The Displacement Theory states that if too much information comes into short-term 
memory too rapidly, some of the information already in short-term memory is shoved aside or 
displaced. Adequate time was not given to process the information that was displaced; such 
information, therefore, also was never really “learned.” The Interference Theory applies to con- 
fusion that takes place in long-term memory. One type of confusion occurs when the new 
information you are learning interferes with your recalling or retrieving information that was 
previously learned. For example, if you once knew how to speak Portuguese, but are now 
studying Spanish, words that you once knew in Portuguese may be difficult to locate in mem- 
ory because your newly acquired language skills in Spanish are interfering. This type of for- 
getting occurs more frequently when the new and the old information are similar in nature. A 
second type of confusion occurs when old information interferes with learning new informa- 
tion. The old infor-mation is so thoroughly imprinted that it is recalled or retrieved instead of 
the new information that you are trying to learn. The Incomplete Encoding Theory applies to 
information as it is rehearsed. Some information is only partially learned or learned inaccu- 
rately. When a person tries to recall this information, “forgetting” occurs. The information can- 
not be remembered because it was not completely processed or imprinted in the memory sys- 
tem. The Retrieval Failure Theory occurs when information has been learned, but it cannot 
be “found” in the memory bank. Failure to locate information in memory may be attributed 
to a weak organizational system for storing or “filing” information or to lack of use. The 
information learned was not firmly attached or associated to well-developed schemas or on- 
going review to practice accessing the information did not occur. Thus, as has been shown 
above, information can be “forgotten” during several different stages of the Information 
Processing Model. Effective strategies for taking in information and processing, storing, 


and rehearsing it can reduce or eliminate the effects of the five main theories of forgetting. 
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1. The power of pictures and visualizing was discussed in Chapters 1 and 2. If you had difficulty remem- 
bering all five theories of forgetting, adding pictures to your memory and recitation work may 
enhance your ability to recall the information. Under each of the following pictures, name the forget- 
ting theory. 


5 Theories of Forgetting 


a) 


2. Acronyms can sometimes be used to strengthen remembering a list of items. Since the forgetting the- 
ories do not need to be learned or listed in a specific order, an acronym could be made. Write the five 
forgetting theories below. Select one letter for each theory. Write the letters and then look to see if you 
can rearrange the letters to create an acronym. 


List the Five Theories Write the Letters Create Your Acronym 


3. Draw the Information Processing Model. On the model, show where each theory of forgetting occurs. 
Organize your work in a way that is easy to read and understand. 
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Writing Summaries 


Summary from 


Stringing ideas 


PART THREE _ Using Effective Textbook Reading Techniques 


Summaries are paragraphs that present only the highlights of the information 
you read. A summary will definitely include the main ideas. A summary should 
briefly mention (summarize) the most important supporting details. Not all 
details will be expanded in depth. Minor details, such as examples that were 
used to develop a point, do not need to be in the summary. Too many minor 
details will not result in a concise summary. Too few details will not provide you 
with much information when you later want to use your summary to review the 
information or prepare for a test. 
Summary writing is valuable for several reasons: 


1. Many students learn and remember information more readily if they have 
the opportunity to write it or type it on a computer. 


2. Individuals with strong visual print memories can more readily recall the 
information when it is seen in a shortened or condensed form. 


3. Students who have difficulty expressing ideas on paper, especially during 
essay tests, have the opportunity to practice organizing and expressing 
ideas on paper before the test. 


4, Summary writing has many of the same values as reciting. If you can 
express the information in your own words in a logical, clear manner, you 
know it. 


5. Summaries with the main ideas and most important supporting details are 
excellent study tools to use for ongoing review of previously discussed 
chapters and for test preparation. 


There are many methods that you may find helpful for structuring your 
summaries. Three common methods shown below are excellent methods to 
begin the practice of writing summaries: 


Methods for Writing Summaries 


1. Record on paper the same information that you speak when you “string ideas 
together.” 

2. Develop a chapter mapping. Use the mapping to guide your summary writing. 

3. Use chapter features or a chapter outline to guide the structure of your 
summary. 


When you string highlighted information together, you are basically creat- 
ing a verbal summary. This same information, when written on paper, be- 
comes a written summary. This summary should state the main ideas and 
connect the important supporting details by using some of your own words. A 


written summary for the “Decisional Roles” passage (page 127) may appear as 
follows: 


A decisional role is one that involves various aspects of management 
decision making. There are four specific managerial roles that are part of 
the decisional role. The first is the role of the entrepreneur where the 
manager becomes the voluntary initiator of change. The second 
decisional role is that of a disturbance handler in which the manager 
deals with specific kinds of disturbances. The third role is the resource 
allocator. The manager in this role makes decisions regarding budget 
expenditures to approve. The fourth role is that of negotiator; the 
manager assumes the role of settling disputes. 
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Summary from Chapter mappings are visual pictures of the topic of the chapter, its main points 

Chapter Mappings (headings), and important subpoints (subheadings). After a chapter mapping 

, __9__0E2£e as been developed, write your summary by discussing each of the branches 
that stem from the center of the mapping. Your mapping will only show key 
words, so you will need to use your own words to string the words together into 
meaningful, organized sentences. In most cases, each heading can be written as 
a paragraph. Your summary of a chapter will consist of several paragraphs. 


Summary from Some textbooks include chapter features such as summaries that can be the 

Chapter Features “skeleton” or the structure for summary writing. If the chapter summary is 

or Outlines written as a list of important points, expand the list with additional details. 

Tome, Look for meaningful ways to combine the chapter summary points into full 
paragraphs. 


If the textbook does not give a chapter outline, you can create your own 
outline by listing the main headings on paper. Then list the subheadings under 
each main heading. You may add one or more additional levels of information 
to include some of the key supporting details of the chapter. Use this outline to 
guide your summary writing. Include each point in the order that it is pre- 
sented. Add your own words so the information flows together smoothly. For 
this chapter, the outline would look like this: 


Working with Textbook Information 


A. Highlighting Your Textbook 
1. Find the topic sentence 
2. Find the supporting details 
B. Using Other Marking Techniques 
1. Circle terminology 
2. Add numbers 
3. Add brackets and abbreviations 
4. Add marginal notes 
C. Studying from Your Highlighting and Markings 


1. Reread 
2. String Ideas Together 
Suphecite 


D. Writing Summaries 
1. Summary from Stringing Ideas 
2. Summary from Chapter Mappings 
3. Summary from Chapter Features or Outlines 


S Exercise 7.7 Writing Summaries 
Select one of the following options to practice summary writing. 


Option 1: Use your highlighting and markings as guides to write a summary for each of the passages 
in Exercise 7.2. 

Option 2: Use your highlighting and markings as guides to write a summary for Maslow’s Hierarchy 
of Needs in Exercise 7.3. 

Option 3: Use your highlighting and markings as guides to write a summary for the Theories of 
Forgetting in Exercise 7.5. 

Option 4: Expand any chapter mapping (except Chapter 2) and use the mapping as your guide to 
writing a chapter summary. 

Option 5: Use a chapter outline for any textbook as your guide. Write a chapter summary. 
Photocopy the chapter outline from the book and turn it in with your summary. 

Option 6: Begin with a chapter summary found at the end of each chapter. Expand this summary by 


adding details. 


138 PART THREE _ Using Effective Textbook Reading Techniques 


SS EXERCISE 7.8 Programs for Coping with Stress and Promoting Health 


Use your highlighting and marking skills on the following section taken from a 
psychology textbook. Look for a topic sentence in each paragraph and highlight 
it. Selectively highlight the important supporting details. Use any other marking 
system (circling terminology or adding numbers) and marginal notes that would 
make studying this section easier. 


Developing Coping Strategies Like stress responses, strategies for coping with 
stress can be cognitive, emotional, behavioral, or physical. Cognitive coping strate- 
gies change how people interpret stimuli and events. They help people to think more 
calmly, more rationally, and constructively in the face of stress and may generate a 
more hopeful emotional state. For example, students with heavy course loads may 
experience anxiety, confusion, discouragement, lack of motivation, and the desire to 
run away from it all. Frightening, catastrophic thoughts about their tasks (for example, 
“What if I fail?”) can amplify stress responses. Cognitive coping strategies replace cat- 
astrophic thinking with thoughts in which stressors are viewed as challenges rather 
than threats (Ellis & Bernard, 1985). This substitution process is often called cogni- 
tive restructuring (Lazarus, 1971; Meichenbaum, 1977; see Chapter 16). It can be 
done by practicing constructive thoughts such as “All I can do is the best I can.” 
Cognitive coping does not eliminate stressors, but it can help people perceive them as 
less threatening and thus make them less disruptive. 

Seeking and obtaining social support from others are effective emotional coping 
strategies. The perception that one has emotional support, and is cared for and valued 
by others, tends to be an effective buffer against the ill effects of many stressors (Taylor, 
1995). With emotional support comes feedback from others, along with advice on how 
to approach stressors. Having enhanced emotional resources is associated with 
increased survival time in cancer patients (Anderson, 1992), improved immune func- 
tion (Kiecolt-Glaser & Glaser, 1992), and more rapid recovery from illness (Taylor, 1995). 

Behavioral coping strategies involve changing behavior in ways that minimize 
the impact of stressors. Time management is one example. You might keep track of 
your time for a week and start a time-management plan. The first step is to set outa 
schedule that shows how your time is now typically spent; then decide how to allocate 
your time in the future. A time-management plan can help control catastrophizing 
thoughts by providing reassurance that there is enough time for everything anda plan 
for handling it all. 

Behavioral, emotional, and cognitive skills often interact closely. Discussing stres- 
sors and seeking feedback from others help you think more rationally and calmly, and 
make it easier to develop and use sensible plans for behavioral coping. When behav- 
ioral coping eliminates or minimizes stressors, people find it easier to think and feel 
better about themselves. 

Physical coping strategies are aimed at directly altering one’s physical responses 
before, during, or after stressors occur. The most common physical coping strategy is 
some form of drug use. Prescription medications are sometimes an appropriate coping 
aid, especially when stressors are severe and acute, such as the sudden death of one’s 
child. But if people depend on prescriptions or other drugs, including alcohol, to help 
them face stressors, they often attribute any success to the drug, not to their own skill. 
Furthermore, the drug effects that blunt stress responses may also interfere with the 
ability to apply coping strategies. If the drug is abused, it can become a stressor itself. 
The resulting loss of perceived control over stressors may make those stressors even 
more threatening and disruptive. 

Nonchemical methods of reducing physical stress reactions include progressive 
relaxation training, physical exercise, biofeedback training, and meditation, among 
others (Carrington, 1984; Dubbert, 1992; Tarler-Benlolo, 1978). 
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Web-site links are available online. 


SS SS SS sss ss 


Computer Projects 


Use your computer to make a bar graph of your levels of needs using Maslow’s Hierarchy of Needs. 
For directions, go to: http://www.green-river.com/lesson21.htm 


SS SS SSS SSS ss SS SS 


Group Web-Search Activity is available online. 


Case Studies are available online. 


SUMMARY 


@ The purpose of highlighting and marking text- 
books is to reduce the amount of information 
that needs to be studied. 


® Main ideas (topic sentences) and important 
supporting details should be highlighted. 


® Circling terminology and adding numbers, 
brackets, abbreviations, and marginal notes can 
also help to identify important details to learn. 


@ Punctuation clues (commas, dashes, parenthe- 
ses, and colons) and word clues (defined, as, 
means, known as, is, and are) may signal the 
definitions of key terms to know. 


@ Three steps may be used to study information 
that has been highlighted and marked: 


1. Reread the highlighted sentences and key 
phrases or words. 


2. String the highlighted information together 
by adding your own words to make complete 
sentences. 

3. Recite without looking at the printed infor- 
mation. Check your accuracy. 


® Writing summaries helps the learning and 
memory process. Summaries may be written 
based on: 


1. Stringing highlighted information together 
in a written form. 

2. Explaining the information in an expanded 
chapter visual mapping. 

3. Using chapter features as a guide or structure 
for the summary. 

4, Expanding a chapter outline into full sen- 
tences and paragraphs. 


OPTIONS FOR PERSONALIZING CHAPTER 7 


1. PROFILE CHART—PERSONAL LOG Answer the following questions in your personal log. 
What score did you have on the Chapter 7 Profile? 


What did you learn in this chapter that will change the way you previously highlighted or marked 
textbooks? You may want to refer to the Self-Awareness paragraph you may have completed on 


page 124 at the beginning of the chapter. 
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. WORDS TO KNOW The following terminology is important to know. You should be able to define 
each of the following terms. 
highlighting word clue stringing ideas 
topic sentence ordinals reciting 
supporting details place holder words paraphrasing 
bullets marginal notes theories of forgetting 
transition paragraph Maslow’s Hierarchy summaries 
punctuation clues of Needs chapter outline 


. EXPAND THE VISUAL MAPPING _§ Add supporting details to each of the main branches or main 


ideas of this chapter. After you have expanded the visual mapping, use your mapping as a guide to 
write a summary of the chapter. 


. WRITING ASSIGNMENT 1. To be a successful student, you must learn how your own memory 


works. The three aspects of metamemory are shown below. For each one, discuss what you already 

know about yourself. This writing involves intrapersonal thought. There are no wrong answers as long 

as you explain your responses clearly. 

a. What are the abilities and limitations of your memory system? 

b. What are some of the different kinds of memory tasks you are expected to do in your various 
courses? 

c. What are some of the different strategies you have found yourself using for the different kinds of 
memory tasks you need to perform? In other words, you do not likely use the same strategy for 
every learning task. Give examples of different approaches for different tasks. 


. WRITING ASSIGNMENT 2 _ Discuss Maslow’s Hierarchy of Needs theory. (See.page 131.) Do you 


agree that “humans are wanting beings who seek to fulfill a variety of needs”? Do you support 
Maslow’s theory that the five basic needs occur in the sequence he gives? Have you ever worked on the 
five needs levels in a different sequence, or have you found this sequence truly does reflect the pattern 
of your life? Are there any basic needs that are not mentioned by Maslow and are not included in his 
five needs levels? 


. PORTFOLIO DEVELOPMENT _ Usea textbook from another class, and select any chapter to use to 


demonstrate your understanding and ability to highlight selectively and to use other marking tech- 
niques and marginal notes. Photocopy the textbook pages so they can be put into your portfolio. For 
the same chapter, include a chapter summary. The summary may be based on your highlighting and 
marking, based on a chapter mapping that you create, based on textbook features provided in the 
book, or based on a chapter outline that is either in the book or is created by you. 
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Textbook 
Glossaries 


Kinds of 


Vocabulary 


Additional 
Vocabulary 
Building 
Strategies 


Learning 
Terminology 


Making 


and Using Studying 
Vocabulary from 
Study Sheets Flash Cards 


CHAPTER 


A well-developed 
vocabulary enables you to 
explain your own ideas 
more precisely and 
comprehend more 
accurately when you read 
materials written on higher 
levels. Do you currently 
use a system for studying 
new terms or vocabulary? 
Do you find that words are 
“on the tip of your tongue” 
but that you just can't 
seem to say or write them 
when needed? When you 
read, can you find the 
meaning of most unfamiliar 
words without looking in 
the dictionary? The study 
tools and strategies in this 
chapter help you expand 
your vocabulary. 
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CHAPTER 8 Vocabulary Profile =—=§_—> 


RPC A tes SI Rae RI aC RNR CAS Ol Cee en aaa STN 


DO, SCORE, and RECORD your profile before you read this chapter. If you 
need to review the process, refer to the complete directions given in the Profile 
for Chapter 1 on page 2. 


YES NO 


1. I actively use methods to increase my vocabulary. 


2. Imake flash cards that have general lists of related words and cards that 
give definitions. 


3. When I use flash cards, I read only from the front and try to recite what’s 
on the back. 


. Ido well on test questions that ask me to write definitions for key words. 
. [review vocabulary words and definitions at least once a week. 

. [have problems finding the definitions of words in paragraphs. 

. [know how to use glossaries in the back of my textbooks. 


. I try to understand a new word by looking at its prefix, suffix, base, or root. 


o won WD UT & 


. [have problems comprehending some textbooks because I don’t 
understand meanings of words. 


10. I make an effort to learn unfamiliar words that I hear in conversations, 
in a lecture, or on television. 


11. Lalways have to use a dictionary to look up meanings of new words. 


12. I study vocabulary using techniques that give me immediate feedback. 


Self-Awareness: Ona scale of 1-10, discuss your opinion about your 
levels of reading vocabulary, writing vocabulary, and speaking vocabulary. 
Which level is the most developed? Which is the weakest? 
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Kinds of Vocabulary 


Developing a strong vocabulary is essential for effective communication. A 
strong vocabulary requires the acquisition of two kinds of vocabularies: recep- 
tive and expressive. Receptive vocabulary consists of words that you under- 
stand when you hear them or read them. With receptive vocabulary you are 
receiving the words with your eyes or your ears. With a well-developed receptive 
vocabulary, you are able to read and comprehend more material on higher lev- 
els. The following techniques will expand your receptive vocabulary: 


1. When you are reading, pay attention to unfamiliar words. Take the time to 
figure out their meanings by using punctuation or word clues (Chapter 7), 
using context clues based on the information in the surrounding sentences, 
using a dictionary or thesaurus, or looking them up in an electronic, hand- 
held spell checker with a dictionary or thesaurus. 


2. In your book where you encountered the word, write the meaning of the 
word in the margin or substitute the unfamiliar word with a familiar word 
(Chapter 6). Study the meaning of this word when you study the 
information on that page. 


3. Make your own dictionary or set of flash cards of unfamiliar words that you 
encountered while reading. Make an effort to add these words to your 
vocabulary. 


4. Write down unfamiliar words that you hear. As soon as possible, look the 
words up in a dictionary. Think back to how the word was used in context 
when you heard it spoken. Add this word to your own dictionary or set of 
flash cards. 


. Play word games such as crossword puzzles or Scrabble. Have fun learning 
new words! 


. Become familiar with the meanings of common prefixes, suffixes, and 
Greek or Latin roots (word parts). A list of common word parts is online in 
this book’s web site. 


7. Consider enrolling in a vocabulary-building class or locate a vocabulary- 
building self-study workbook. The benefits of having a large receptive 
vocabulary are many, so the time and effort for independent study will be 
well spent. 


Having a large receptive vocabulary is essential, for it is from this vocabu- 
lary that you expand your expressive vocabulary. Expressive vocabulary con- 
sists of words that you first learn in your receptive vocabulary; you learn them 
so well that you are able to use them correctly to express yourself when you 
speak and write. With a well-developed expressive vocabulary, you are able to 
use more precise and descriptive words to explain the exact information or 
images you wish to create for an audience or listener and for the reader of your 
written work. You become more articulate and your level of communication 
becomes more sophisticated. In addition to learning the meanings of new 
words taken into your receptive vocabulary, expressive vocabulary requires that 
you know how to pronounce the word correctly, use the word in appropriate 
contexts, and spell the word correctly. Because of this additional information 
that must be learned about a word, the expressive vocabulary is smaller than 
the receptive vocabulary. You will have many words in your receptive vocabu- 
lary that you do not understand sufficiently to use in your own expressive lan- 
guage. You can expand your expressive vocabulary by using the following 


techniques: 
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1. Select words that are useful or necessary for you to learn to use to express 
your ideas. Study these words further by learning how to pronounce them, 
spell them, and use them correctly in sentences. 


2. Frequently use a thesaurus for common words in your writing or speaking. 
Find words that are more precise and that better describe what you are 
trying to express. 


3. Actively use the new words in your speaking and in your writing. Try to 
work them into your writing (both personal and academic) and your 
speaking. As you use the words more frequently, they become more 
familiar and a part of your accessible vocabulary. 


4. Consider enrolling in a vocabulary-building class to learn additional 
techniques for expanding your expressive vocabulary. 


In this chapter, learning the terminology (vocabulary words to know) for 
courses will be emphasized. Since vocabulary is the foundation of understand- 
ing any course, you should learn the terminology in each of your classes thor- 
oughly. More than 60 percent of many tests is directly tied to knowing the 
vocabulary words and their definitions. 


Using Your Textbook Glossaries 


The glossary is a condensed dictionary that gives definitions of key terms in the 
textbook. When you work with a glossary, keep these three important points in 
mind: 


® Words that are not key terms for the course, even if they are new words for 
you, are not in the glossary. 


® The definitions given in the glossary are limited. The words may also have 
other meanings. 


@ If the glossary definition is not clear to you, return to the textbook page to 
read the word in context or learn more about the word by using a dictionary. 


You can also use the glossary as you study. When making flash cards or 
vocabulary sheets, compare the glossary definition to the one derived from the 
chapter. Include any additional information or wording that may help you learn 
the word more accurately. At the end of the term, use the glossary as a review 
tool: Read through the glossary of terms and then recite the definitions. If the 
glossary gives page numbers where the terms were used, refer back to those 
pages for more information as needed. If page numbers are not given, you can 
use the index in the back of the book to locate page numbers. 

If your textbook has no glossary, plan to develop your own glossary or sys- 


tem for listing key terms and definitions, such as using flash cards or vocabu- 
lary sheets. 


Making Flash Cards 


Flash cards are valuable and effective study tools for several reasons. First, 
when used correctly, they provide you with immediate feedback when you are 
studying. Second, they are compact and easy to use when you sit down to study 
or when you have a few extra minutes to review. Third, your set of flash cards 
can easily be expanded to include information from the textbook as well as the 
lecture. Fourth, flash cards can be considered an alternative form of notetaking. 
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How to Make and Use Vocabulary Flash Cards 


1. Prepare the flash cards. 
2. Make general category flash cards. 
3. Make definition flash cards. 


Prepare the Flash Use three-by-five-inch or five-by-seven-inch index cards to make flash cards 
Cards (white, colored, lined, or unlined). If you use colored cards, different classes or 
chapters in the textbook can be assigned specific colors. 

Flash cards accumulate quickly, so give some thought to storing them. 
Several options exist: 


SERA TD Nee Tee OS EID 


MM Use recipe boxes to store your cards and dividers to group cards by topics or 
chapters. 


@ Punch holes in the cards; use a large metal ring to hold all the cards together. 


® Purchase “mini-notebooks” from the college bookstores (dividers are 
included) for holding flash cards. 


@ Label envelopes to store your different sets of flash cards. 
@ Insert small sets of flash cards into “pencil pouches” in notebooks. 


Make General Vocabulary terms are often grouped under a larger category. Creating one gen- 
Category Flash eral card that gives the category on the front and the related terms on the back 
Cards helps you relate the individual terms to a larger concept (schema). If you know 


that several terms are related, begin with this general category flash card. 

Assume you are studying five different theories of forgetting. Your instruc- 
tor expects you to use the correct terms for these five theories when you speak 
and write. Before you create the definition cards, develop one general category 
to help you remember the five theories. A list of related ideas appears on this 
card. 


CSRS SRS 


Category Card 


Front Back 


Notice that the category is on the front and the list of related terms is on the 
back. The terms are not defined on the back; you want to avoid cluttering the 
card with too much information. Once you've written the category card, pro- 
ceed to the definition cards, one for each theory. Your complete set will consist 
of the number of vocabulary cards plus one general category card. 
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Make Definition Individual definition flash cards have the term printed clearly on the front of 
Flash Cards the card. The definition for textbook terminology can be written on the back; 
ARACEAE MAREN the definition should be stated in three parts. Using the following three parts to 


a definition will prepare you to write thorough and accurate definitions on 

tests. This technique will also remind you to think of both the “big picture” and 

the “little picture” of words that you study. The three parts of a definition are: 
1. The category (topic) associated with the term (the concept/the big picture). 
2. The formal definition given by the textbook, glossary, or a dictionary. 


3. One additional detail (the detail/little picture) to expand the definition. This 
detail will vary from student to student. Adding one additional detail is 
your opportunity to show greater understanding of the word. The detail 
could be a further explanation, an example, or an application. 


Definition Card 


one of the 5 forgetting theories — < category 
ey went into short-term — me a he 
Theory OLDE RRR 


expanded 


The information was — < 
dnamemouangage’ OF learned. a detail 


Front Back 


Definition flash cards for unfamiliar words that are not textbook terminol- 
ogy may consist mainly of a dictionary definition or a group of synonyms 
(words with similar meanings) that is taken from a thesaurus. Additional infor- 
mation, such as the pronunciation, etymology (word history), or derivatives 
(related words) may be included on your card. 


SN Exercise 8.1 Making a Set of Flash Cards on Coping Strategies 


Return to Exercise 7.8 on page 138. Review the section “Developing Coping 
Strategies.” Make a category card titled “Four Kinds of Coping Strategies.” List 
the four kinds of strategies on the back of the category card. Then make a defini- 


tion card for each of the four types of coping strategies. Compare your set of flash 
cards with those of other students. 
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BQ EXERCISE 8.2 Making Flash Cards 


Make a complete set of flash cards (category card and definition cards) for one of 
the following: 


1. Maslow’s Hierarchy of Needs (page 131) 

2. Howard Gardner's Eight Intelligences (page 15) 
3. Twelve Principles of Memory (page 34) 

4. SQ4R Reading System (page 105) 


5. Organizational Patterns in Paragraphs (page 113) 


Studying from Flash Cards 


Critical thinking and learning occur while you create vocabulary study cards. 
However, creating the cards is not enough; you need to study and review from 
the cards. Effective use of your vocabulary cards will occur by involving your- 


self with the following activities: 
. ~ «= 


Learning Activities for Flash Cards 


1. Study by reciting from the front and the back of the cards. 
2. Use reflect activities by sorting, summarizing, and grouping. 
3. Use ongoing review. 


Study from Flash Once you've prepared flash cards, you must use them for studying, or they will 
Cards have little impact on your learning. To study effectively from flash cards, plan to 
study from the front side and from the back side. The more practice you have 
working with these words, the more confident you will feel about using the 
words as you speak and write. 


Study from the Front When you study from the front of the cards, you place 
the words into your expressive vocabulary. On tests, this will be helpful with 
true-false, multiple-choice, short-answer, and essay questions. Work from the 
front of the cards as follows: 


1. Begin by stacking the cards with the vocabulary words facing you. Say the 
word out loud. 

2. Recite what you know about the word. Do not look at the back of the card. 

3. After you have finished reciting, turn the card over for feedback. If you 
defined the term or gave the correct information for the general category, 
place the card in a “Yes, I know these” pile. 

4. If your feedback indicated that you still don’t know the information on the 
back of the card, read the back out loud slowly. Think about the 
information. Try to visualize it. Put the card in an “T need to study these 


more” pile. 
5. Review the “I need to study these more” pile once again. 
6. Use ongoing review for the complete set of flash cards. 
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Reflect with 
Flash Cards 
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Study from the Back When you work from the back side of the flash cards, 
you are challenging your memory in new ways. This method also helps prepare 
you for fill-in-the-blank questions, which often require you to supply the 
missing vocabulary word, and for multiple-choice questions, which often give 
the definition and require you to identify the vocabulary term. To study from 
the back of the vocabulary cards, use these steps: 


_ Read the definition or list of information on the back of the card. 
. Say the vocabulary term that you think is on the front of the card. 


. On a piece of paper, write the term. 


RW NH 


. Check the front of the card to see if you have the correct term and the 
correct spelling. 


5. Once again, make two piles: one pile for cards that were correct and one 
pile for cards that need more work. 


6. Review the cards that need more work. 


7. Use ongoing review for the complete set of flash cards. 


Many students enjoy working with vocabulary flash cards because they can be 
used in so many different ways. One obvious advantage is that you can make 
piles of cards that you know and piles of cards that you need to work with more. 
A second advantage is that you can use the cards for reflect activities. 

The following activities provide you with a multisensory approach to study- 
ing vocabulary. You see the information, you recite the information, and you use 
a hands-on approach to manipulate the cards. You also incorporate critical 
thinking skills as you creatively find new ways to categorize and organize the 
information. 


1. Shuffle all the vocabulary cards you have. Go through them one by one, 
sorting the cards into categories that show likeness. Be creative in 
identifying your categories. For example, if you have made cards all term, 
you may have the following categories: 


hs sensory esteem flex 
FOTO HpBe recite cycle nee pie 


modality 
learning concentration memory information textbook Maslow's time 
styles principles processing skills hierarchy management 
model 


2. Select one category of cards above. Lay all the cards in the category word- 
side up on the table. Try to give a verbal or written summary by using all the 
words on the cards. This is excellent practice to prepare for essay tests. 


3. Shuffle all your cards. Make a mapping on the table similar to the mapping 
found at the front of each chapter in this book. Again, you will be grouping 
and categorizing the various cards according to related topics. 
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OS 
A EXERCISE 8.3 Making Flash Cards for Another Class 


Use what you have learned about making flash cards to make a set of flash cards 
for information that you are studying in another class. Your flash-card set must 
have at least five cards. Include a category card and definition cards. The defini- 
tion cards may be for terminology as well as for unfamiliar words that are not 
vocabulary words for the course. When you turn your cards in, add a card that 
identifies the course and the textbook used for this assignment. 


Making and Using Vocabulary Study Sheets 


A second option for creating vocabulary study tools is to use regular notebook 
paper instead of flash cards. The resulting vocabulary sheets contain the same 
kind of information found on the flash cards. Some students enjoy this option 
because they prefer having vocabulary work in their notebooks. If you work 
with a computer, typing your vocabulary sheets provides you with a kinesthetic 
activity. Set your computer for columns or tables. 


How to Make and Use Vocabulary Sheets 


1. Prepare a vocabulary sheet with two columns. 

2. Include words that describe general categories and words that need definitions. 
3. Study by reciting from the left and the right columns. 

4. Use ongoing review. 


Prepare a Begin by drawing a two-and-one-half-inch margin on the left side of the paper. 
Vocabulary Sheet Plan to write only on the front of the paper. Title the top of each page by naming 

: the course, the lecture, or the textbook chapter. This format is the same as the 
one used for writing questions in SO4R (see page 106) and for Cornell notes 
(Chapter 9). 


POPPE TIT 


Include Categories List the general category and the individual terms down the left side of the 
and Specific Words paper. Write items in the category and the definitions on the right side of the 
paper. So that your paper isn’t cluttered, leave a blank line between each defi- 


nition and term. 


oo ae A 


Recite from Both To get the greatest benefit from your vocabulary sheets, recite and review them 
frequently. The more often you work with them, the faster the vocabulary words 
move into your receptive and then into your expressive vocabulary. When you 
work with your vocabulary sheets, use the following steps to study from both 


sides of your paper: 


Columns 


Study from the Left-Hand Column Use a piece of paper to cover up the 
right-hand column. Proceed through these steps: 


1. Read the term or category. Recite all the information you can remember 
about the term. Use complete sentences. 

2. Slide your paper down to get feedback. If you were correct, move on to the 
next term. If you were incorrect, read the definition again. Cover the 
definition and recite a second time. 

3. Put stars by the terms you knew and little checks or symbols by the ones 
that need more work. 
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Study from the Right-Hand Column Nowreverse the order of studying, just 
Category | 1. as you did with the flash cards. Different mental operations take place when 
2. you reverse the process. 
2 1. Cut or fold the paper so that you have a strip of paper to cover up the left- 
au hand column. 
Word Three-part 2. Read the definitions or the information on the right-hand side. 
ial edt 3. On the strip of paper, write the term being defined. Continue through the 
are a page. ; 
mete ee Gene 4. Pull the strip of paper away. Compare your answers with the words in the 
left-hand column. Check your accuracy and your spelling. 


| | YJ CSS". After you get the feedback about the accuracy of your answers, use a 
symbol such as a star or highlight the words that need more practice. 


Use Ongoing To get the most benefit from your vocabulary sheets, review them frequently. 
Review Ongoing review should be a part of your studying strategies. When you first sit 

ta sepa a down to study, you can review vocabulary sheets as a warm-up activity. When 
you finish a study block, review the vocabulary sheets. The more you practice, 
the easier it will be for you to acquire new words for your receptive and expres- 
sive vocabularies. 


Web-site links are available online. 


Computer Projects 


1. Scan or copy short passages from your textbooks to use as examples to show different ways 
terminology is defined. Bring the examples to class. Try to find examples of words defined 
through punctuation clues, word clues, word structure clues, and context clues. 


. Use the Internet to locate word lists that are valuable for your field of interest. For example, a 
nursing student may want to find a medical terminology list. 


. Create vocabulary study sheets on your computer. Use either tables or columns or adjust the left 
margin. Write the terms on the left and the definitions on the right. 


. Look for unfamiliar words in context in magazines, newspapers, or books. Use strategies from 
this chapter to determine the meanings of the words. Compile a list of words you learned. 


Group Web-Search Activity is available online. 


Case Studies are available online. 


Additional Vocabulary-Building Strategies 


Mi) HRA HOSEA RSOEAE 


UO TE TA SO ae nil Uc Onn 


Flash cards and vocabulary study sheets are effective study tools for building 
vocabulary. In Chapter 7, you learned two strategies for identifying definitions 
within sentences. The first was to use punctuation clues since punctuation 
marks such as commas, dashes, parentheses, and colons are often used when 
definitions are given. The second strategy, word clues, such as is defined as, 
means, is called, also assist you in locating definitions when they are within the 
same sentence as the vocabulary word. The following strategies may also be 
used to help define terminology or unfamiliar words. 
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Words can consist of several structural parts: prefixes, base words, roots, and 
suffixes. Prefixes, often from Greek or Latin, are units of meaning placed 
before the base word. For example, the prefix re- means “again” or “back.” The 
same is true for suffixes, the units of meaning placed after the base word to 
help indicate the part of speech of a word (noun, verb, adjective, or adverb). For 
example, the suffix -ness means “a state, quality, or condition,” and it forms a 
noun. Base words are words in English that can stand by themselves. Roots 
are units of meaning, also often from Greek or Latin, that do not form English 
words until other roots, prefixes, or suffixes are attached to them. For example, 
ject means “to throw”; however, we don’t use it as a word until we add another 
word part (inject, reject, project). 


Base Word 
or 


Root 


AUC 
aClC 


“back” “throw” past-tense 
verb ending 


By knowing the meanings of frequently used prefixes, suffixes, and roots, 
you can figure out the basic definition of many unfamiliar words. Word struc- 
ture clues are helpful tools in the search for word definitions. For example, the 
word electroencephalogram can be broken into its word parts. Electro refers to 
“electrical.” Enceph refers to the brain, and gram refers to a graph. Basically, it 
is “an electrical brain graph.” The glossary definition in a psychology textbook 
states that an electroencephalogram is “a recording of the electrical signals pro- 
duced by the nerve cells of the brain, obtained through electrodes attached to 
the surface of the skull.” 

Defining a word solely on the structural clues oftentimes does not provide a 
complete enough definition. After you have the general idea of the word, you 
can always use a dictionary or the glossary of your book to expand the basic 
meaning with a full definition. 

You can learn hundreds of common word parts to help you determine 
meanings. Your comprehension of words can be greatly increased by learning 
the meanings of common prefixes, suffixes, and roots. Check if your college 
offers vocabulary skill-building courses and if there is a source on campus to 
obtain lists of structural word parts that you could study and keep in your note- 
book for quick reference. 
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S Exercise 8.4 Knowledge of the Meanings of Word Parts 


Work with a partner. Together, see how many of the following word parts are 
familiar to you. Write the meaning of the word part on the line and a word made 
by using that word part. 


Word Part Meaning Word 


anthro 


audio 


bio 


derma 


helio 


macro 


migra 


osteo 


pathos 


phone 


psych 


theo 


aqua 


biblio 


cred 


graph 


hydro 


micro 


ology 


ped 


phobia 


photo 


tele 


therma 
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When punctuation clues, word clues, and word structure clues are not pro- 
vided, try using the context— the surrounding words and sentences—to make 
assumptions about the definition. Because parts of the definition may be scat- 
tered throughout several sentences, careful reading is essential. To comprehend 
sentences and paragraphs, do not skip over words that are unfamiliar to you. 
Instead, take the opportunity to expand your vocabulary each time you 
encounter a new word. Use context clues to help you understand unfamiliar 
words even if they are not set off in special print, specified in the margins, or 
listed as terms to know. If context clues don’t provide enough meaning, use a 
dictionary to find meanings. 


The following chart shows common context clues that may appear in your 


reading. 


Context Clue Definition 


— 
meanings 
ey aa 


: 


Strategy 


Example Sentence 


Try substituting a 
familiar word 

(a synonym) for 

the unfamiliar word. 


| he me has a keen sense of 


recognizing a person's honesty and 
integrity. For that reason, the 
probity of the witness was not 
questioned. 


An unfamiliar word is 
understood because 
you understand its 
opposite. 


Peers of showing shame, regret, 


or remorse, the con artist was 
impenitent. 


Look for words such 
as differ, different, 
unlike, or opposite of 
to understand the 
differences. 


Because the fungi is a thallophyte, it 
differs from the other plants in the 
garden that have embedded roots 
and the rich foliage of shiny leaves 
and hardy stems. 


Look for the 
commonality between 
two or more items. 


I sensed he was trying to cajole me. 
He reminded me of a salesman 
trying to sell me a bridge. 


Context clues sometimes are not as specific as synonyms, antonyms, or 
analogies. The meaning of unfamiliar words may simply be “sensed” by relating 
the information in the surrounding sentences to common sense, personal expe- 
rience, or a variety of examples. To use these, and all kinds of context clues, the 
reader must keep a focused mind, concentrate, and search for useful context 
clues. Reading quickly without time to think, digest the information, and 
actively be involved with the printed word will leave many unfamiliar words 
undefined. For this reason, the “read step” of SQ4R encourages the reader to 
read slowly and to read one paragraph at a time. Use a variety of techniques to 
understand the full paragraph before moving on. Using context clues is one 
technique that may be used frequently when careful reading occurs. 


wes 
REDE, 
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SSS Exercise 8.5 Discussing Case Studies 
Work with a partner or a small group to discuss the following case studies. 


1. Cecilia is taking a class in medical terminology. She is required to learn approximately fifty different 
medical terms each week. She has been trying to memorize each word and its definition. The words 
are grouped according to “word families.” For example, one week she had to learn words such as der- 
mis, epidermis, dermatology, and dermatitis. She is confused and is having difficulty learning all the 
words each week. What strategies would you recommend that would be more effective than memo- 
rizing each individual word? 


2. Donnie’s public finance book is filled with special terminology that he must learn. The words are in 
special print and are defined in a glossary. What strategies would you recommend he use at the very 
beginning of the term to learn and remember the terminology in the textbook? 


3. Lisa has difficulty with reading comprehension. She encounters so many words that are unfamiliar to 
her; she is not able to understand many of the paragraphs she reads. She feels it will take too much 
time to use a dictionary to look up all the words. For now, she is just getting by but is fearful of what 
will happen on the first test. What strategies would you recommend Lisa use to begin to deal with her 
problems? 


4. Doris has found that she really enjoys making flash cards for all of her courses. She has started a study 
group to discuss the course work with other students each week. The members of her study group are 
impressed with her flash cards and want to use them in the study group. What kinds of activities could 
the study group members do with Doris’s flash cards? 
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69 Exercise 8.6 LINKS 


Work in small groups. Each group should select one of the following discussion questions. As a group, 
compose an answer or explanation to present to the rest of the class. Each answer should show how the 
study of vocabulary links to topics that have been previously discussed. 


1. How does a strong expressive and receptive vocabulary relate to one or more of Howard Gardner's 
eight intelligences? 


2. Review the processes used to study from flash cards. How are the steps of the Information Processing 
Model activated by this approach to studying flash cards? 


3. Which principles of memory are used when you utilize the methods recommended in this chapter for 
studying from flash cards or from vocabulary study sheets? 


4. Where in the SQ4R reading system is attention given to learning vocabulary? 


5. What is the relationship between reading comprehension and vocabulary? Can a person have poor 
reading comprehension but a strong vocabulary? Can a person have a strong vocabulary but poor 
reading comprehension? 


6. How can all three learning modalities be used to study vocabulary? 


SUMMARY 
@ Developing a strong vocabulary helps you com- @ The meanings of unfamiliar words can often be 
prehend what you read in textbooks and hear in learned through punctuation clues, word clues, 
lectures (receptive vocabulary). context clues, word structure clues, glossaries, 
‘ ; and reference books (dictionaries or 
@ After receptive vocabulary is developed, you can ( 
thesauruses). 


expand your writing and speaking vocabularies 
(expressive vocabulary). @ Word structure clues use the meanings of pre- 
fixes, suffixes, and roots to understand the gen- 


@ Vocabulary flash cards and vocabulary study SBileawan niet niin bere 


sheets should include categories and definitions 
for key terminology as well as any unfamiliar @ Context clues use the meanings of synonyms, 
words you encounter as you read. antonyms/contrasts, comparisons/analogies, 
and similar experiences or common sense to 
understand the general meaning of unfamiliar 
words. 


@ Studying from your flash cards or vocabulary 
sheets should include studying from both sides 
and using reflect activities. 


OPTIONS FOR PERSONALIZING CHAPTER 8 


1. PROFILE CHART—PERSONALLOG Answer the following questions in your personal log. 


What score did you have on the Chapter 8 Profile? 

Which vocabulary, your receptive or your expressive, needs the most improvement? Explain. 

Which specific strategies did you learn in the chapter that you plan to use to strengthen your 
vocabulary skills? : 
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WORDS TO KNOW You should be able to define the following terms. 


receptive vocabulary three parts of a definition word structure clues 
dictionary etymology context 

thesaurus vocabulary sheets context clues 
expressive vocabulary word clues synonyms 
terminology prefixes antonyms 

glossary suffixes contrast 

general category flash card base words comparison 
definition flash cards roots analogies 


. EXPAND THE CHAPTER VISUAL MAPPING Expand the chapter visual mapping in the book on 


page 143 or on your own unlined paper. Use colors and/or pictures to personalize your mapping. 


. WRITING ASSIGNMENT 1 Interview two or more people whom you feel have strong vocabular- 


ies. Ask them how they acquired such an extensive vocabulary and what strategies they use to learn 
new words. Summarize your findings in a paper. Devote at least one paragraph to each person you 
interviewed. 


. WRITING ASSIGNMENT 2. Watcha documentary on television or read an informative article in a 


newspaper or a magazine. Make a list of words that were used that are not in your expressive vocabu- 
lary. Discuss strategies you can use to understand the meanings of these words and to add them to 
your expressive vocabulary. Demonstrate your understanding of the words by using them in original 
sentences. 


. PORTFOLIO DEVELOPMENT Select one of your courses that has substantial terminology to 


learn. First, in a short paper, describe a plan for learning the new vocabulary. Implement your plan. In 
your plan, give examples of your work that show your approach to expanding your vocabulary for at 
least one chapter of the textbook. 
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CuaprTer 8 REVIEW QUESTIONS 


Multiple-Choice 


Choose the best answer for each of the following questions. Write the letter of the 
best answer on the line. 


ain 1. Provide immediate feedback, are compact to use, and are easy to expand with more 
words are three reasons 


a. 


b. 


Cc. 


d. 


flash cards are effective study tools. 

general vocabulary cards should be developed. 
definitions should be learned. 

vocabulary sheets must have specific definitions. 


2. When you use vocabulary cards or vocabulary sheets, you should get feedback by 


a. 
b. 
c 


d. 


looking at the front of the cards or the left column of the vocabulary sheets. 
reciting what is on the back of the cards or what is in the right column. 
reciting from both sides of the cards or the vocabulary sheets. 

writing down all your answers and checking. 


3. Youcan locate definitions of important terms by 


a. 
b. 
c. 


d 


a. 
b. 
Cc. 


d. 


using punctuation clues. 

recognizing signal words (is, means, defined as). 
using context clues surrounding the key term. 

using punctuation, word structure, and context clues. 


context clues. 
punctuation clues. 
signal words. 

all of the above. 


5. Receptive vocabulary consists of words 


a. 


b. 


c. 
d. 


me 4. A definition is not directly stated when you have to use 


you can understand in context when you read. 

you can understand when you read or hear them but you cannot use in your expressive 
language. 

you can use well enough when you read and write them. 

that first came out of expressive vocabulary. 


6. Which of the following is not true about flash cards? 


a. 


b. 


— 


Flash cards can serve as a form of notetaking if the set includes definition cards as well 
as category cards that list important ideas. 

Flash cards can provide the student with several kinesthetic learning activities. 

Flash cards can be used for reflecting activities when you study. 

Studying from flash cards is valuable even though none of the twelve principles of 
memory are actively involved. 


v 
( 7. Ifyou made a set of flash cards and a vocabulary sheet for the exact same group of words, 
you would likely find that 


a. 


b 
G: 
d. reciting from both sides can really only be used with the vocabulary sheet. 


the same information will appear on both the cards and the vocabulary sheet. 
the vocabulary sheets will contain more information. 
categories only appear on the flash cards. 
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Short Answer—Critical Thinking 
Write two or three sentences to answer each of the following questions. 


1. Explain what will occur with a person’s expressive vocabulary if that person's receptive vocabulary is 
weak. 


2. What are at least three ways to make good use of a glossary in the back of a textbook? 


3. What is the value of using three parts or levels of information when you write definitions for 
terminology? 


4. Define each of the following terms: 
a. word structure 


b. expressive vocabulary 


c. receptive vocabulary 
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@) CuaprTer 9 Cornell Notes Profile 


DO, SCORE, and RECORD your profile before you read this chapter. If you 
need to review the process, refer to the complete directions given in the Profile 
for Chapter 1 on page 2. 


MES NO 


1. I take notes only on the front side of my notebook paper. 


2. I spend little time studying from my notes. 


3. [am selective when I take notes; I write down only the important ideas 
and details. 


. I take time to study and interpret graphs and charts. 


. [leave a double space in my notes before I begin a new heading. 


. After I take notes on a paragraph, I recite what I wrote before moving on. 


. My notes summarize important charts, graphs, or pictures in the textbook. 


CO On Ci ES 


. I practice reciting new information by using a special reduced column 
of notes. 


9. I take time to think about and reflect on the information in the chapter. 


10. Luse the back side of my notebook paper to make lists of information or 
questions. 


11. I plan time each week to review information that I learned in previous 
weeks. 


12. Lalways use just one kind of notetaking when I am working with a 
textbook. 


Self-Awareness: Howeffective is your current notetaking system? Do you 
understand your notes when you study from them later? Comment on the quality 
of your notes and then briefly describe the way you study from your notes. 
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Preparing for Notetaking 


This chapter introduces the powerful five-step Cornell notetaking system, 
which you can use for taking notes from textbooks and taking notes from lec- 
tures. The strength of the system is in its steps; if you choose to eliminate any 
one step, you weaken the system. This notetaking system was designed by Dr. 
Walter Pauk at Cornell University more than forty-five years ago when he rec- 
ognized students’ need to learn how to take more effective notes. Many college 
and university teachers consider this system to be the most effective notetaking 
system for college students. 
Effective notetaking is important for several reasons: 


1. You become an active learner when you seek out important information 
and write it down. 


2. You focus on organizing the information logically. 


3. You select the important information and reduce it to a form that is easy to 
study and review. 


4. You have reduced notes to use for continual review throughout the term. 
Setting up your paper: 


To begin, you need notebook paper with a two-and-one-half-inch margin 
down the left side of the paper. Many bookstores now carry Cornell notebook 
paper with this larger margin or a spiral “Law Notebook” with perforated 
Cornell-style pages. If you are not able to find the Cornell notebook paper for 
your three-ring notebook, draw a margin on the front side of regular notebook 
paper (see p. 164). All your notetaking is done on the front side only; the back of 
the paper is used for other purposes. 

At the top of the first page, write the course name, chapter number, and 
date. For all the following pages, just write the chapter number and the page 
number of your notes. Later you may want to remove your notes from your 
notebook; having the pages numbered prevents disorganization. 


Following the Five R’s of Cornell 


The goal of notetaking is to take notes that are so accurate and that have such 
details that you do not need to go back to the book to study. Your studying, your 
learning, can take place by working with your notes as you use the five R’s of 
the Cornell system: record, reduce, recite, reflect, and review. 


The Five R's of Cornell 


1. Record your notes in the right-hand column. 
| 2. Reduce your notes into the recall column on the left. 
3. Recite out loud from the recall column. 
4 Reflect on the information that you are studying. 
5. Review your notes immediately and regularly. 


Step One: Record The wider right-hand column is for your notes. In this first step —record—read 

sali tN each paragraph carefully, decide what information is important, and then 
record that information on your paper. Your notes should be a reduced version 
of the textbook. Be selective, or you will wind up wasting your notetaking time 
and your studying time. 


PASTRIES OCR MOTI H SESSA RGA CRATE AMIN Rese nO 
ERROR OHA N AA BITS UE MR ea 
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The authors of your textbooks have helped you tremendously by providing 
you with a structured organization of the information through the use of head- 
ings and subheadings. Use these headings and the following suggestions for the 
first R of Cornell. 


Chapter # 1. On the top of the right-hand column, write “Intro.” 
Date Read the introduction to the chapter carefully. 


4. 


1 


—minor supporting 


+4 __. 


supporting details. 
Second cc ee 


Select what you consider to be the most important 

as i points. Write them in your notes. 
up neha POmE 2. Leave a space between the notes from the intro- 
2. Important p cM duction and the next section of notes. 
2 SAS NT oe 3. Copy the first heading from the book into your 
portant pout notes. Underline this heading. If headings or sub- 

, headings aren't given, create your own. Do not 
First Heading number headings. 
i 4. Read the first paragraph in the book. Identify the 
2. important points. Number these points, and write 
3. them in your notes. 


5. If one of the points has important supporting 


detail details or examples, indent and use dashes or 
—munor supporting stars to show these details. 
detail 


6. Continue through the book, paragraph by para- 
graph. Take notes on important main ideas and 


. When you finish one section, leave a double space 
before you begin a new heading. 


2. See diagram on page # +8. When you encounter important graphs or charts 


in the textbook, you can copy the basic chart in 
your notes, or you can write a reminder in your 
notes to refer back to that page when you are 
studying. 
9. Continue through the chapter, taking detailed 
notes for the entire chapter. 
10. Include a summary or conclusion. 


Take Notes on the Introduction The introduction often provides a brief 
overview of the content of the chapter. By listing the key ideas in your notes, you 
will be able to see later if you understood and captured all the key points. 


Leave Spaces Between Sections Notes that are crowded or cluttered are 
difficult to study. By leaving a double space between each new heading or 
section of your notes, you are visually grouping the information that belongs 
together. You are also “chunking” the information into smaller units, which 
will help your memory. 


Use the Headings The headings are the “skeleton,” or outline, of the chapter. 
Take advantage of this structure by always starting a new section of notes with 
the heading. Underline the heading so that it stands out from the rest of your 
notes. If headings or subheadings are not given, look for categories of 


information. If the information will be clearer to you, create your own headings . 


and group related information under each heading. (See the example on 
Theories of Forgetting, p. 134.) 
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Record Important Points Since you will use your notes for studying, you 
want to see the big picture and the small pictures (details). Record enough 
information to be meaningful later: 


@ Avoid using only individual words or short phrases that will lose their 
meaning when you return to them later. 


@ Use short sentences when necessary to avoid meaningless phrases. 


@ Do not copy down information word for word. Shorten the information by 
rewording or summarizing it. 


@ Ifyou find some sentences or short sections that are so clearly stated that you 
want to copy them, omit any of the words that are not essential for your 
understanding. 


@ If you have already highlighted the information, move the same information 
into your notes. 


@ Number the ideas as you place them into your notes. Numbering helps you 
remember how many important points are under each heading and breaks 
the information into smaller, more manageable units. 


Record Important Minor Details You will frequently encounter minor 
details that belong under an idea that you already numbered. Indicate these 
details by indenting and then using dashes or stars before writing the details. 


Include Graphs and Charts Visual materials such as graphs, charts, and 
pictures contain valuable information. Usually you are not expected to know 
every fact or statistic depicted by the graph, chart, or other forms of visual 
materials. You are, however, expected to identify important patterns, 
relationships, or trends shown by the visual materials. Do not overlook these 
graphic materials when you are taking notes. You can include the information 
in your notes by copying the graphic material into your notes or by summarizing 
the conclusions you make by studying the graphic materials. By taking the time 
necessary to study graphic materials, you will be able to: 


1. Study large amounts of information in a condensed form. 
2. Identify patterns, relationships, or trends more easily. 
3. Imprint information in a visual form in your long-term memory. 


4. Create a visual memory cue to recall information at a later time. 


Include a Summary or Conclusion Summaries or conclusions pull the 
main ideas together to help you see the “big picture.” If a summary is given in 
the book, include the summary as the last heading in your notes. If there is no 
summary, you may write your own conclusion to pull the main ideas together. 


Highlight the Text First if Necessary Many students find that highlighting 
the text helps them identify the most important ideas of the paragraph. The 
sentences, phrases, or words that are marked consist of the same information 
you should transfer into your notes. If you have difficulty making detailed 
notes, try highlighting the text first; then transfer the information into your 


notes under the appropriate headings. 


After you have finished taking notes for the chapter, you are ready to close the 
book and begin reducing. Now, for the first time, you will be writing in the left- 
hand column, the recall column. Remember, in step one you reduced the text- 
book information to the most important points and details. In step two, you are 
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going to reduce your notes one step further. These reduced notes will provide 
you with a feedback system so that you will know what information you have 
learned well and what information needs more effort. You will also refer to this 
column frequently for review. 


Suggestions for Reducing Your Notes 


Intro. 


Key word 
define: 


word 


Heading 
What are 
the 4 
ways... ? 


Key word 


Heading 
Key word 
Importance 
of XYZ 
chart? 


What are 
the4...? 


Chapter # 1. Copy the heading into the recall column directly 
Date across from the heading in your notes. Underline 
I that heading. 
ntro. 
pe NSO on pom 2. Reread the notes that are under that heading. 
2. Important point 
SEO Ni Out 3. Write a study question or a key word in the recall 
4. Important point ; 


First Heading 


column directly across from the notes. 


4. Be very brief so that you can challenge yourself 
and get immediate feedback. 


—minor supporting 
detail 

—minor supporting 

detail 


BWN 


4. 


Second Heading 


See diagram on page # 


Copy the Heading In your notes, the heading provided organization. The 
same is true in the recall column. To avoid having rambling, unorganized 
reduced notes, place the heading directly across from the heading in your notes. 
Make it stand out by underlining it. 


Reread the Notes Learning the information continues as you reread your 


notes. If your notes seem vague, incomplete, or nonsensical, go back to the book 
and add any necessary details. 


Write Study Questions and Key Words Directly across from each important 
detail, write yourself a reminder about that detail. You can write it as a brief 
study question. You do not need to use complete sentences; abbreviated forms, 
such as the following, work: Why? How many kinds of... ? Name the 6... 
Related to X how? Another option is to simply write key words. These may be 
words that you will need to define or relate to other ideas. 


Be Brief You will be using this recall column for the next step of studying. It 
is important that the column not be cluttered with too much information. If you 
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Intro 


principles—forgetting 


Decay 
Where in Info Proc. Model? 
What happens? 


Displacement Theory 
Which memory? 

What happens with info? 
Why? 


Interference Theory. 
LTM—What happens? 


Incomplete Encoaing 
Happens where? 
Describe what happens 


Retrieval Failure 

Which memory? 

Why can’t info be found? 
Schemas 
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give yourself all the answers, you will end up reading the information and not 
challenging your memory. Remember to be selective by focusing only on key 
words or study questions. Do not give all the answers! 


5 Forgetting Theories 
Intro 


1. Even when uge principles of memory, info can be forgotten. 


Decay Theory 
1. Occurs in STM 
2. Stimuli are too weak so info fades before it is processed 


Displacement Theory 

1. Occurs in STM 

2. Too much info comes in too quickly, 0 some info is shoved aside 
3. Not enough time given to process 


Interference Theory 

1. In LTM 

2. New and old info interfere with each other 
3, Happens when new and old info are similar 


Incomplete Encoding Theory 

1. Happens when info is rehearsed 

2. Info is only partially learned or learned inaccurately 

3. Info cannot be recalled because it was never imprinted in LTM 


Retrieval Failure Theory 

1. Info learned but can’t be found in memory bank 
—weak organizational or filing system used in memory 
—lack of uge—no ongoing review 
—not associated with schemas 


Oummary Summary 
model—strategies—eliminate Info can be forgotten during several different stages of the Info Frocessing 


Name the 5 theories of 
forgetting 


(D-D-I-I-R) 


Model. Effective strategies can reduce/eliminate effects of forgetting theories. 


5 theories: decay, displacement, interference, incomplete encoding, and 
retrieval failure 
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Reciting is a powerful tool for learning information and strengthening mem- 
ory. If you are able to recite information accurately, you are learning. If you are 
not able to recite information accurately, you immediately know that more time 
and attention are needed. This immediate feedback is the strong benefit of 
this third step of Cornell. 


Suggestions for Reciting 


Intro. 
Key word 
define: 


word 


Heading 


What are 
the 4 
ways... ? 


Key word 


Heading 


Key word 
Importance 
of XYZ 
chart? 


Chapter # . Cover up the notes on the right. 


Date 
. Start at the top of the recall column. Read the 


heading and the first key word or question. 


. Talk out loud in complete sentences. Explain the 
information. 


. If you don’t remember the information, uncover 
the right-hand column. Reread the information. 


Cover it up and try reciting it again. 


. Move through your notes in this manner. 


. Adjust the recall column as needed. 


What are 
the4...? 


Cover the Notes Use a blank piece of paper to cover the notes on the right- 
hand side. Since you see only the recall column, you can now understand the 
importance of placing the headings in the recall column to help you remember 
the overall organization. 


Read and Then Recite Read the headings and the key words or questions. 
Without looking at your notes, answer the questions and tell what you 
remember about the key words. Pretend you are explaining the information to 
a friend. Talk out loud in complete sentences. 


@ If you can verbalize the information accurately, you probably understand it. 


@ If you “go blank,” that is valuable feedback that you are not yet ready to move 
on. Simply pull the paper down, read the information, cover it up, and try 
again. Reciting after you reread enables your memory to begin processing 
the correct information. 


@ If you are not sure if you recited the correct information, also pull the paper 


down to check your accuracy. The positive feedback you receive for correct _ 


answers will strengthen your memory of them. 
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Continue Reciting Move through your entire set of notes by reciting, 
checking accuracy, and reciting again. Remember to take full advantage of this 
system by using the feedback to look at your notes and recite again. 


Adjust the Recall Column Sometimes it is difficult to know how much and 
what kind of information to put in the recall column. 


@ If you found that you did not give yourself enough cues to recite important 
points, add more key words or study questions to the recall column. 


@ If you found that you wrote all the important information in the recall 
column and you ended up reading what was there, you had nothing left to 
recite from memory. Cross out (or white out) some of the details before you 
recite again. 


® Star the information you did not recall the first time. Pay extra attention to 
these areas the next time you recite. 


To reflect means to “think or consider seriously.” The reflect step can be indi- 
vidualized and can include a wide variety of activities and study tools. Several 
reflect activities are listed here: 


Suggestions for Reflecting 


1. Take time to think about the information in your notes. 

. Line up your recall columns to see the overall structure of the chapter. 

. Write your own summary at the bottom of your notes. 

. Use the back side of your notepaper to make lists of information or questions. 

. Make your own study tools such as flash cards, visual mappings, or pictures for 
later reviews. 


OW Wh 


Take Time to Think Reflecting lets the information register and settle in 
your brain. It also allows you to look at the information from your own 
perspective and experiences, to look for connections or relationships between 
ideas, and to think of ways to extend the information beyond its original 
context. The process of reflecting is a process of using a wide variety of critical 


thinking skills. 


Line Up the Recall Columns To gain an overview of the entire chapter, 
remove your notepaper from your notebook. Arrange your notes on a table so 
that you can see all the recall columns lined up in sequence from left to right. By 
looking at the headings and the details, you will see the entire outline for the 
chapter. If you enjoy studying from outlines, you could convert this information 


into outline form to use for review. 
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Write aSummary Look only at the information in the recall columns. Write 
a summary that explains the important points. Your summary should include 
the main ideas and brief statements of major supporting details. Your summary 
should be written in full sentences and paragraphs. Save this summary because 
it is a good review tool to use before tests. 


Write on the Back Side of Your Notepaper The back of your notepaper is 
now available for you to make additional lists of information or reminders. You 
can also include diagrams or charts to show how different ideas are related. If 
you have questions that you would like to ask the instructor, jot them down on 
the back, too. The backs are convenient and available, so use them as needed. 


Make Your Own Study Tools for Later Review The reflect step is a creative 
and highly individualized step. No two students will do the exact same activities 
in the reflect step. This is the time for you to decide what will work best for you. 
Consider the many different kinds of study tools you know how to make (or will 
be learning how to make). Select one or more that would help you learn the 
information more thoroughly as well as provide you with study tools to use as 
you review throughout the term. Here are just a few options: 


@ Make flash cards of all the key vocabulary terms. 


@ Make a visual mapping, hierarchy, or outline of the chapter or parts of the 
chapter. 


@ Practice drawing or copying diagrams from the chapter. 


@ Add pictures, cartoons, or stick figures that can serve as memory triggers for 
parts of your notes later. 


@ Make study tapes that review the recall column or that list the important 
points you want to remember. 


™@ Use any of the study strategies described for each of the three learning styles 
(visual, auditory, kinesthetic). 


@ Write a summary that follows your visual mapping. 


This last step of the Cornell system keeps the information active in your mem- 
ory. Review provides the repetition you need to retrieve information quickly 
and accurately from your long-term memory. 


Suggestions for Reviewing 


1. Plan time for immediate review. 
2. Plan time weekly for ongoing review. 


Do an Immediate Review Reviewing actually begins when you are working 
at the fourth step. In the reflect step, you take time to think about the 
information you have covered, and you take time to create additional study 
tools. However, immediate review goes one step further. Before you close your 
book and quit studying, take a few additional minutes to review your recall 
columns. This provides one final opportunity to strengthen your memory for 
the organization and content of the material. 


Ongoing Review Ongoing review means reviewing previous work so that 


you are continually practicing learned information. Ongoing review is | 
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necessary because you will be storing more and more information in your long- 
term memory as the term progresses, so you must make sure that “old” 
information is practiced. In addition, by including ongoing reviews in your 
weekly study schedule, you save time in the long run. When tests, midterm 
exams, or final exams approach, you won't need to cram, for you will have kept 
the information active. 

Several activities can take place during ongoing review: 


@ Review. the recall columns of your notes. The more frequently you review 
these, the faster you can move through the columns. Also, as the term 
progresses, you will find that information placed in your notes early in the 
term is now clear and easy to understand. 


@ Review any reflect or review materials that you created earlier. 


@ If you have a list of questions from the second step of SO4R or your own 
written summary, review these. 


@ Review chapter introductions, summaries, and lists of vocabulary terms for 
the chapter. 


Now that the five R’s of the Cornell system have been discussed, take time to 
learn to use each of the steps. Remember, omitting any one step will weaken the 
system. The following pictures may help you learn and remember the steps 
more quickly. 


1. Record 2. Reduce 3. Recite 4. Reflect 5. Review 


CC. 
ey 
7I\\ 

<Q) 


@e9 Exercise 9.1 LINKS to Maslow’s Hierarch 


Return to Maslow’s Hierarchy of Needs in Exercise 7.3 (page 131). If you have already highlighted and 
marked this excerpt, you are ready to begin taking Cornell notes. If you have not read or highlighted this 
excerpt, read and highlight before you begin taking Cornell notes. Complete each of the following steps on 
your own paper. 


1. Draw a two-and-one-half-inch margin down the left side of your notebook paper. 

2. Use the strategies presented in this chapter for taking notes in the right-hand column. 

3. Reduce the notes in the left-hand column. Write the heading and the key words or very brief study 
questions. Do not write too much information. 

4. Cover up the right side of your notes. Practice reciting your notes out loud and in complete sentences. 


Check your accuracy. 


5. Do one of the following reflect activities: 
a. THINK about the information and the following questions. Then summarize your ideas in a short 


paper. 
Do I believe that people are “wanting beings” who seek to fulfill needs? 


Do I believe this is really how needs we want to fulfill are arranged? 
Could emphasis on the various needs occur in a different order? 


Do my needs fall into this sequence? How? 
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b. The article suggests ways the business world can meet the different levels of needs of their employ- 
ees. Brainstorm how colleges and universities strive to meet the different levels of needs of stu- 
dents. Summarize your ideas in either a chart or in paragraph form. 

c. If you were in marketing or sales, how could you advertise in different ways to meet different lev- 
els of need? What would advertisements look like for each of the five kinds of needs? 

d. Make vocabulary cards or a visual mapping of the information. 

e. Use the highlighting as a guide to write a summary. Use full sentences and write in paragraph form. 


6. Review your work so that you will be prepared to discuss this in class. 


SN Exercise 9.2 Cornell Notetaking Practice 


Practice taking Cornell notes on the section in this chapter titled, “Following the 
Five R’s of Cornell,” pages 163-171. Begin by taking notes in the right-hand col- 
umn. Then reduce your notes by making the recall column. The Cornell 
Notetaking Assessment Form on page 174 may be used to evaluate your notes. 


Deciding When to Use Cornell Notetaking 


There are five main textbook notetaking options: highlighting, marginal notes, 
separate notes using the Cornell system, visual mappings or hierarchies, and 
flash cards. You can select these options based on the course, the level of diffi- 
culty of the material, and your own preferences. 


Choosing the Most Appropriate Notetaking System 


Use One Form of 
Notetaking 


Use Two Forms 
of Notetaking 


1. Use one form of notetaking for easy textbooks. 

2. Use two forms of notetaking for textbooks with larger amounts of information. 

3. Use three or more forms of notetaking for textbooks that are difficult and 
challenging for you. 


If the course and the textbook are relatively easy for you, one form of notetaking 
is sufficient. In other words, you can select marking important information, 
making notes in the margins, taking Cornell notes, making visual mappings, or 
making flash cards. Your choice of methods can be based on the following: 


1. If 1am going to use only one form of notetaking, which method will best 


help me clearly see the main ideas and important supporting details when 
I study? 


2. If I decide to take only Cornell notes or visual mappings, is this choice made 
simply to avoid writing in my book? If the answer is yes, consider the 
benefits of being able to write directly in the book. The time saved and the 


benefits of choosing the method that works best for you may outweigh your 
reservations. 


If the course and the textbook have large amounts of important ideas, facts, and 
supporting details that are new to you, using two forms of notetaking may bring 
better results. Consider several common combinations: 


1. Mark main ideas and important details that support the main idea. Move © 


this information into your Cornell notes. 
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2. Mark main ideas and supporting details. Make marginal notes or flash cards. 


3. Make Cornell notes for the chapter. Convert the Cornell notes into visual 
mappings to study and review. 


Use Three or When you take a course that is very difficult or challenging, you may feel that 
More Forms of you need “all the help you can get.” Using three or more forms of notetaking 
Notetaking allows you to work with the information in more than one way; this added vari- 


i, am~9~;  €ty and exposure often provide the practice, thinking, and memory work 
needed to learn thoroughly. Because of the time involved, you would not want 
to use this intensive approach for every course, but recognize that it is available. 
Experiment to find the combinations best suited for the material and for your 
learning strategy preferences. 


heeded ATE BA and Cornell Asal 
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You have now learned two very powerful study methods for mastering learning. 
SQ4R (Chapter 6) is a six-step system for reading a textbook; Cornell is a note- 
taking system that can be used with textbooks. Consider how these two systems 
can be combined effectively. 


Combining SQ4R and Cornell 


Begin the SQ4R Steps 
1. Survey: Do an overview for the chapter. 
2. Question: Write questions for each heading. 
3. Read: Read one paragraph. 
4. Record: Take Cornell notes on separate paper. 
5. Recite: Recite the important information in the 


Cornell 


reece paragraph. 

aman Re uce 6. Continue to read-recite-record to the end of the 
SOU chapter. 
Reflect 


Continue the Cornell Steps 
7. Reduce: Make your recall column. 
8. Recite: Cover your notes and recite from your 
recall column. 
9. Reflect: Do one or more reflect activities. 
10. Review: Review your notes, and complete the 
chapter and the questions you made in the 
second step of SO4R. 


Review 


Note that you begin with the first three steps of SQ4R: survey, question, and 
read. The Cornell system then merges with the reading system for the record 
step. (Record is step four of SQ4R and step one of Cornell). 

Once you have completed the reading and have taken the notes, put the 
book aside. Focus your attention on the Cornell notes you have taken and the 
remaining steps of Cornell: reduce, recite, reflect, and review. Join the review 
steps in SO4R with the review step in Cornell. You have now successfully com- 
bined two powerful systems for learning. 
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Name 


Cornell Notetaking Assessment Form 


Date 


Topic of Notes: 


Record Step 


You clearly showed and underlined the headings. Well done! 
You need to identify and underline the headings. 


Your notes will be easier to study because you remembered to leave a 
space between headings. 


Your notes will be less crowded or cluttered if you leave a space before 
you begin a new heading. 


Your notes show accurate and sufficient details. Good work. 
Consider using numbering to show the different details under a heading. 
You need to write more; some important details are missing. 


Phrases often lose meaning over time. Try to use more complete sen- 
tences to explain details. 


You either copied or referred to specific page numbers to remind your- 
self of important graphs, pictures, or charts. Good! 


Be sure to include information about graphs, pictures, or charts in 
your notes. 


Strive for neater penmanship. 
Remember to write on only one side of the paper. 


Remember to number each page of your notes. 


Reduce Step 


Other 


Use a two-and-one-half-inch recall column. 


Your headings and questions are placed directly across from the same 
information in your notes. Well done! 


Remember to move the heading into the recall column. 


Try placing questions or key words directly to the left of the informa- 
tion in your notes. 


Your key words or questions are effective. 


You are giving yourself too much information or all the answers. You 
will end up reading the information rather than reciting. 


You will need more key words or questions in the recall column to 
guide you when you recite. 


Try using your recall column to see if the key words or questions you 
wrote are sufficient to help you recite. 


Remember that you can add information to the recall column if you 
feel more is needed when you are reciting. 


Photocopy this form before you use it. 


Copvrisht © Houghton Mifflin Company. All rights reserved. 
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[2] | 
WELL, 
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NN Exercise 9.3 Applying Cornell Notetaking 


Locate one or two pages in this textbook or in any other textbook you are cur- 
rently using this term. Photocopy the pages. Select pages that begin with a new 
heading rather than selecting information that started on previous pages. Take 
Cornell notes on the two pages you selected. Turn in your photocopied pages and 
your Cornell notes. 


Web-site links are available online. 


Computer Projects 


1. Select a historical event, a geographic location, the name of an inventor, or a geological or mete- 
orological topic (volcanoes, earthquakes, hurricanes, comets). Use the Internet to locate an 
informative article on your topic. The article needs to be two or more pages long. Print the arti- 
cle. Then take Cornell notes on its content. 

2. Check out all the writing topics via the Internet on this web site: 
http://longman.awl.com/englishpages/basic_wkbk_write. htm 

3. Use your computer to take Cornell notes for a textbook chapter or a lecture. Use columns or set 
a two-and-one-half-inch left margin. If you set the margin, take your notes in the right-hand 
column. Handwrite the questions later in the left-hand column. 

4. Use your graphic functions. Try to make a bar graph to show your assessment of your level of 
talent/intellect for Gardner’s eight intelligences or your level of need fulfillment of Maslow’s 
hierarchy of needs. 

5. Use your graphic functions. Make a linear chart of your homework grades for any class this term. 


6. Make a pie chart to show the major categories that represent how you spend your time each 
week. You may divide the pie beyond the three basic areas of school, work, and leisure. 


Case Studies are available online. 
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SUMMARY 

@ The Cornell system provides you with a five-step sentences; use the left-hand column as a 
method for recording and learning information guide for reciting. 
accurately and thoroughly. 4. Reflect on the material, finding relationships 


H You will become an active learner when you use 
all five R’s of Cornell: 


2. Reduce the information to key terms or study 


and creating study tools. 

5. Use immediate and ongoing review to 
rehearse information. 

1. Select the important information and record 
it in the right-hand column of your note- 


paper. 


@ The Cornell notetaking system can easily be 
incorporated into the SO4R reading system; 
thus, two powerful study systems are combined 


; , : : neers to increase your learning potential. 
questions; write this reduced information in y &P 


the left-hand column. 


3. Cover up the right-hand side of your notes 


while you recite information in complete 


OPTIONS FOR PERSONALIZING CHAPTER 9 


1. 


PROFILE CHART—PERSONAL LOG Answer the following questions in your personal log. 
What score did you have on the Chapter 9 Profile? 


How do you feel about your overall notetaking skills? Discuss the strengths and the weaknesses in 
notes you have previously taken for textbook chapters. 


What advantages do you see in using the Cornell notetaking system? 


. WORDS TO KNOW Knowing the following vocabulary terms is important. 


five R’s of the Cornell system __ reciting 


record immediate feedback 
chunking reflect 

reducing immediate review 
recall column ongoing review 


. EXPAND THE CHAPTER VISUAL MAPPING = Expand the chapter visual mapping on page 161 by 


adding details to each of the main heading boxes. If you wish, you may use the chapter mapping to 
guide you in writing your own chapter summary. 


. WRITING ASSIGNMENT Compare your old notetaking system to the Cornell system. How are 


they alike? How are they different? What differences will you see in your level of understanding and 
your overall grade when you begin using the Cornell system consistently? 


- PORTFOLIO DEVELOPMENT Take a complete set of Cornell notes for any chapter in any one of 


your textbooks. Do a self-evaluation by using the Cornell Notetaking Assessment Form that is on page 
174. Your portfolio project should also include an example of a reflect activity. In a short paper, briefly 
summarize how you used each of the 5 R’s of the Cornell notetaking system. 
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Cuapter 9 REVIEW QUESTIONS 


True-False 


Carefully read the following sentences. Pay attention to key words. 
Write T if the statement is TRUE. Write F if the statement is FALSE. 


1 
Zz 
3 
4 


10. 


Short Answer 


The majority of your review time should be spent working with your notes. 
Cornell notes are a reduced version of textbook information. 
It is best to read the whole chapter first and then go back to take notes. 


It is not necessary to take notes on graphs, charts, or pictures since they are always easy 
to remember. 


Graphic materials are included in textbooks to help the reader memorize all the details, 
facts, or statistics. 


Too much information in the recall column causes you to read and not do much reciting. 


More questions or key words can be added to the recall column if there are too few cues 
to help you recite. 


If you are short on time, it is best to always skip the fourth step of Cornell. 
Ongoing review gets you in the habit of using repetition as a regular part of studying. 


If you highlight your textbook and take Cornell notes, basically the same information 
will appear in both notes. 


Complete the following chart by listing the five steps of the Cornell system in 
order and explaining the purpose of each step. 


Steps of Cornell The purpose of this step is to: 


R 


R 


Application 


Take a complete set of Cornell notes on the following information from a psychol- 
ogy textbook. Organize your notes neatly and logically. Be sure to develop the 


recall column. 
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Basic Memory Processes 


We know a psychologist who sometimes drives to work and sometimes walks. On one 
occasion, he drove, forgot that he had driven, and walked home. When he failed to find 
his car in its normal spot the next morning, he reported the car stolen. The police soon 
called to say that “some college kids” had probably stolen the car because it was found 
on campus (next to the psychology building!). What went wrong? There are several 
possibilities, because memory depends on three basic processes—encoding, storage, 
and retrieval (see Figure 8.1). 

First, information must be put into memory, a step that requires encoding. Just 
as incoming sensory information must be coded so that it can be communicated to the 
brain, information to be remembered must be put in a form that the memory system 
can accept and use. In the memory system, sensory information is put into various 
memory codes, which are mental representations of physical stimuli. For example, 
acoustic codes represent information as sequences of sounds. Visual codes repre- 
sent stimuli as pictures. Semantic codes represent an experience by its general 
meaning. Thus, if you see a billboard that reads “Huey’s Going Out of Business Sale,” 
you might encode the sound of the words as if they had been spoken (acoustic cod- 
ing), the image of the letters as they were arranged on the sign (visual coding), or the 
fact that you saw an ad for Huey’s (Semantic coding). The type of coding used can 
influence what is remembered. For example, semantic coding might allow you to 
remember that a car was parked in your neighbors’ driveway just before their house 
was robbed. If there was little or no other coding, however, you might not be able to 
remember the make, model, or color of the car. 

The second basic memory process is storage, which refers to the maintenance of 
information over time, often over a very long time. When you find it possible to use a 
pogo stick or to recall a vacation from many years ago, you are depending on the stor- 
age capacity of your memory. 

The third process, retrieval, occurs when you find information stored in memory 
and bring it into consciousness. Retrieving stored information such as your address or 
telephone number is usually so fast and effortless it seems automatic. Only when you 
try to retrieve other kinds of information—such as the answer to a quiz question that 
you know but cannot quite recall—do you become aware of the searching process. 
Retrieval processes include both recall and recognition. To recall information, as on an 
essay test, you have to retrieve it from memory without much help. Recognition is 
aided by clues, such as the alternatives given in a multiple-choice test item. 
Accordingly, recognition tends to be easier than recall. 


Basic Memory Processes 
Remembering something 
requires, first, that the 
item be encoded—put in 
a form that can be placed 
in memory. It must then 
be stored and, finally, 


Encoding 
Code and put ———— 


into memory 


Storage 
Maintain in ——— 


memory 


Retrieval 
Recover from 
memory 


: Types of Types of long- 
eels ie recovered. memory codes term memories De of 
Z He PneRe PE ieee » Acoustic = Episodic retrieval 

ale eae wa soceul: w Visual = Procedural a Recall 


= Semantic = Semantic m Recognition 


Bernstein, Douglas A., Thomas K. Srull, Christopher D. Wickens, and Edward J. Roy, PSYCHOLOGY, Fourth Edition. Copyright 
© 1997 by Houghton Mifflin Company. Used with permission. 
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CHAPTER 


Using Cornell 
Notes for Lectures 


Capturing important 
information given during 
lectures is essential, yet 
without specific strategies, 
it can be difficult to do 
effectively. Do you have 


trouble writing fast enough 


Strengthening 
Your Listening 
Skills 


to keep up with the 
speaker? Do part of your 
notes make no sense 


Using the when you reread them? Do 


Understanding 


Listening ae you ever decide to just 
Wy otetaking : ; 
Skills Systeni listen because notetaking 


for Lectures is too frustrating? Do 


some of your instructors 
seem to get off track and 
discuss information out of 


Using Cornell Notes 
for Lectures 


sequence? This chapter 
explores methods to 


help you reduce your 

. ee Techniques notetaking frustrations and 

olutions to 

Poumon for improve the quality of 

p Recording 
Notetaking , . notes you take during 
nformation 
Problems 


lectures. Strategies for 
strengthening your 


Techniques listening skills, which are 


for 
Organizing essential for good 


Information notetaking, are also 


provided. 
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CHAPTER 10 Lecture Notes Profile 


DO, SCORE, and RECORD your profile before you read this chapter. If you 
need to review the process, refer to the complete directions given in the Profile 
for Chapter 1 on page 2. 


1. Ihave problems knowing what information to put into notes. 
. My notes are too confusing to use for studying. 


. I stop taking notes when the speaker sidetracks from the topic. 


Rh WwW NH 


. Ispend time going over my notes and filling in missing information 
as soon after the lecture as possible. 


5. The main ideas and important details are easy to identify in my notes. 


6. Internal and external distractors often interfere with my ability to 
concentrate during a lecture. 


7. If I get behind and can't keep up, I stop writing and start listening 
more carefully. 


8. I frequently use symbols, abbreviations, and shortened sentences in 
my lecture notes. 


9. I try to reword (paraphrase) what is said so I don’t write word for word. 
10. I practice reciting important information in my notes. 


11. I use the instructor’s verbal and nonverbal communication patterns to 
help me identify what information is important. 


12. Ican usually take notes that are adequate and easy to use for studying. 


Self-AwareneéSs: Describe your reaction and concerns to taking a class 
that requires extensive notetaking for lectures. What do you know about your 
notetaking skills? 


YES 


NO 
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Understanding Listening Skills 


a 


SE RENAE NERS 


a 


Of the four verbal communication skills (listening, speaking, reading, and writ- 
ing), listening skills are often the weakest. You may think that as long as you 
have ears that work, you can listen. If your auditory channels are functioning, 
you can hear, but that does not necessarily mean that you are listening. 
Listening requires more than taking in the sounds and being aware that words 
are being spoken. 

Listening involves understanding what you are hearing and having the 
ability to attach meaning to the words and to interpret what the speaker is say- 
ing. Frequently, people incorrectly perceive speaking as an active process and 
listening as a passive process. The truth is that listening is an active process that 
engages the listener in a variety of mental processes. The poor listening habits that 
many people have tend not to come from the training given in schools; instead, 
the poor listening habits often are learned because of the lack of training or 
instruction. Poor listening habits may appear in many forms. The following 
chart categorizes other types of poor listeners based on the primary behavior 
shown when effective listening is not occurring: 


Why We Don’t Hear Others 


If you want to listen so you really hear what others say, make sure youre not a: 
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Mind reader. You'll hear a little or nothing as 
you think, “What is this person really thinking or 
feeling?” 


Rehearser. Your mental tryouts for “Here’s what 
I'll say next” tune out the speaker. 


Filterer. Some call this selective listening— 
hearing only what you want to hear. 


Dreamer. Drifting off during a face-to-face 
conversation can lead to an embarrassing “What 
did you say?” or “Could you repeat that?” 


Identifier. If you refer everything you hear to 
your experience, you probably didn’t really hear 
what was said. 


Comparer. When you get sidetracked assessing 
the messenger, you're sure to miss the message. 


Derailer. Changing the subject too quickly soon 
tells others you're not interested in anything they 
have to say. 


Sparrer. You hear what’s being said but quickly 
belittle it or discount it. That puts you in the 
same class as the derailer. 


Placater. Agreeing with everything you hear just 
to be nice or to avoid conflict does not mean 
you're a good listener. 


SOURCE: Communication Briefings, as adapted from The 
Writing Lab, Department of English, Purdue University, 1356 
Heavilon Hall, West Lafayette, IN 47907. 


Berko, Communicating, p. 53 
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A person may begin listening to a speaker with the complete intention to 
“stay tuned in,” listen attentively, follow the ideas, and make every effort to 
understand the information. However, good listening is similar to concentra- 
tion: It’s here one second and then it’s gone. All of the following factors can 
influence your ability to be a good listener. 


® interest in the topic ® length of time required to remain 
®@ attitude toward the subject seated 
@ attitude toward the speaker @ level of difficulty of the course 
@ tone of voice ® quantity of information 
resented 
@ rate of speech P 
Hi speech patterns and mannerisms ® sitting posture during the lecture 
m degree of organization of the ® seating location in relation to the 
eer 


speaker 
lecture P 


® personal physical level (tired, 


a peepee re style : Rick) 

ay CSE Momreararnyeayg a Te 20h ®@ personal emotional level at the 
® room temperature or lighting time 

@ number of interruptions in the Ss 


personal background experiences 
speech 

® learning style 
@ degree of insulation from outside 


® cultural background 
sounds 


® familiarity with the words or 
terminology 


®@ familiarity with the topic 


Notice that the first few items are related to attitude. A positive attitude 
toward the topic, the subject or the class, and the speaker lead to positive lis- 
tening. A negative, disinterested, judgmental attitude will bring negative results 
by putting up barriers or shutting down your auditory channels that are 
required for good listening. Some of the factors above are directly related to the 
speaker. Ideally, all speakers should automatically use an appropriate tone of 
voice, rate of speech, pleasing speech patterns and mannerisms, and be well- 
organized. However, this sometimes is not the case. You, the listener, need to 
find ways to overcome the barriers that are directly related to the speaker and 
his or her form of delivery of information. External distractors that were previ- 
ously discussed in Chapter 5 that occur while you are studying also occur while 
you are listening. Many of the same techniques for improving concentration 
can be applied to improving your listening skills. The factors listed at the top of 
the right column relate to your level of understanding of the course work. The 
time-management, goal-setting, and reading techniques learned in previous 
chapters will result in greater familiarity and understanding of the course work 
so these factors do not become barriers to good listening. The remaining factors 
are all related to you on a personal level. 
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CHAPTER 10 Using Cornell Notes for Lectures 


SS EXERCISE 10.1 Recognizing the Relationship of Learning Styles and Listening 


Read the following excerpt from a communication textbook. Practice your high- 
light and marking skills. Then proceed to Exercise 10.2. 


The Role of Global/Linear Thinking/Listening We are unique in the way we 
listen and learn. Part of the differences among us is based on the way our brain works. 
The human brain is divided into two hemispheres, and research shows that some 
people are prone to use one side of the brain more than the other. This brain 
dominance accounts for learning and listening in patterned ways. 

The left hemisphere of the brain is most responsible for rational, logical, sequen- 
tial, linear, and abstract thinking. People who tend to be left-brain dominant listen and 
learn best when materials are presented in structured ways. They tend to prefer 
specifics and logic-based arguments. Because they tend to take information at face 
value, abstractions and generalizations don’t add much to their learning. Because 
they are so straight-line in their learning preferences, they are often referred to as 
linear learners/listeners. 

The right hemisphere of the brain is responsible for intuitive, spatial, visual, and 
concrete matters. It is from the right side of the brain that we are able to visualize. 
Those with this listening/learning dominance prefer examples rather than technical 
explanations. They prefer knowing the information can be useful and applied. The 
right-brain dominant person tends to be creative and rely on intuitive thinking, can 
follow visual/pictographic rather than written instructions, likes to explore informa- 
tion without necessarily coming to a conclusion, and enjoys interaction rather than 
lecturing. Because of their preference for a generalized rather than specific descrip- 
tion, right-brain dominant persons are often labeled as global listeners/learners. 
Many global learners find much of the traditional lecture method of teaching in U.S. 
schools and universities, a linear methodology, to be dull and frustrating. 

Most people are a combination of global and linear learner/listeners. If you fall into 
this classification, you can be more flexible in how you listen and learn than those with 
extreme style preferences. 

It is important for you to recognize your listening/learning style; it can make a dif- 
ference in the way you approach the listening/learning environments. If you know that 
you need examples and the speaker is not giving them, you should ask for them. If the 
speaker is not drawing specific conclusions and not speaking in a structured format, 
and these are necessary for your understanding, then you must probe for information 
that will allow you to organize the ideas. Don’t assume that the speaker knows how 
you need to receive information; he or she doesn’t. Many classroom instructors teach 
based on their own listening/learning style, forgetting that all students don't learn that 
way. If you are a global listener/learner, this may account for why you had trouble with 
some math or science classes. On the other hand, if you are a linear listener/learner, lit- 
erature and poetry classes may have been difficult for you. 


Berko, Communicating, pp. 58-59 
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S Exercise 10.2 Dominance Inventory—Left/Right, Linear/Global Dominance 


Answer all of these questions quickly; do not stop to analyze them. When you 
have no clear preference, choose the one that most closely represents your atti- 
tudes or behavior. 


1. When I buy a new product, I 


10. 


A. usually read the directions and carefully follow them. 


B. refer to the directions, but really try and figure out how the thing operates or is put together 
on my own. 


. Which of these words best describes the way I perceive myself in dealing with others? 
A, ____ Structured/Rigid 
B. _____ Flexible/Open-minded 
. Concerning hunches: 
A. _____ I generally would not rely on hunches to help me make decisions. 
B. ____ T have hunches and follow many of them. 
. [make decisions mainly based on 
A. ____ what experts say will work. 
B. a willingness to try things that I think might work. 
. In traveling or going to a destination, I prefer 
A, _____ to read and follow a map. 
B. get directions and map things out “my” way. 
. In school, I preferred 
te CEOIMEILY. 
B. algebra. 
. When I read a play or novel, I 
A. see the play or novel in my head as if it were a movie/TV show. 


B. read the words to obtain information. 


. When I want to remember directions, a name, or a news item, I 


A. visualize the information, or write notes that help me create a picture, maybe even draw the 
directions. 
B. write structured and detailed notes. 


. I prefer to be in the class of a teacher who 


A. ____ has the class do activities and encourages class participation and discussions. 
B. _____ primarily lectures. 

In writing, speaking, and problem solving, Iam 

A. usually creative, preferring to try new things. 

B: seldom creative, preferring traditional solutions. 
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Scoring and interpretation: 


Give yourself one point for each question you answered “b” on items 1 to 5 and 


a on 6 to 10. This total is your score. To assess your degree of left- or right- 
brain preference, locate your final score on this continuum: 


Left Right 
1 2. 5 4 5 6 7 8 9 10 


The lower the score, the more left-brained tendency you have. People with 
a score or | or 2 are considered highly linear. Scores of 3 and possibly 4 show a 
left-brained tendency. 

The higher the score, the more right-brained tendency you have. People 
with scores of 9 or 10 are considered highly global. Scores of 7 and possibly 6 
indicate a right-brained tendency. 

If you scored between 4 and 7 you have indicated you probably do not tend 
to favor either brain and are probably flexible in your learning and listening 
style. 

Please bear in mind that neither preference is superior to the other. If you 
are extremely left- or right-dominant, it is possible to develop some of the traits 
associated with the other hemisphere, or you may already have them. 


Berko, Communicating, p. 75-77, 1998. 


Web-site links are available online. 


Computer Projects 


1. If you have a laptop computer and you have relatively fast typing speed, experiment taking 
notes during a lecture or while watching an educational program on television. Recognize that 
many times you will abbreviate, misspell, or not have the best organization for your notes. 


Revise later. 
2. Revise a set of your lecture notes if you actually learn from typing or rewriting. 


Group Web-Search Activity is available online. 


Case Studies are available online. 


Cc) 
-— Strengthening Your Listening Skills 


Now that you have a better understanding of the many factors involved in lis- 
tening, the next step is to begin applying strategies that strengthen your listen- 
ing skills and assist you in becoming a good (or better) listener. The following 
strategies promote focused listening. Focused listening is the process of con- 
centrating intently on what is being communicated. Your attention is placed on 
the information coming into your short-term memory. The intent is to receive 
the information, understand it, and begin the task of processing its meaning. 
Focused listening requires effort and mental discipline. The following twelve 
strategies are keys to strengthening your listening skills and becoming a more 
effective listener: 
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Twelve Strategies for Strengthening Listening Skills 
Strategy Further Explanations 
Eliminate Use the Chapter 5 techniques to eliminate internal and external distractors. 
distractors Take charge by selecting a location away from external distractors (specific indi- 


ay, attention to 


levels of 
information 


recognize the important details that develop the big picture or main idea. Think 
in terms of “levels” of information. 


Stay tuned in 


viduals, window, door, and so on). 


Capturing only the main ideas is not sufficient; capturing every detail is not 
possible or recommended. Strive to follow the speaker's ideas by seeing the 
relationships between the information presented. Identify the “big picture” and 


Resist the temptation to tune out when information is too technical, difficult, 
unclear, or boring. Force yourself to listen more intently to identify trends or the 
sequencing used with the information. Work hard to achieve the mental disci- 
pline required to stay tuned in with the speaker. 


Monitor your 
emotional 
response 


Create an 
interest 


Emotions can interfere with listening, distort the information, and set up 
barriers to understanding. Push yourself to put your own emotions aside so you 
can give the speaker the opportunity to develop his or her ideas. Jot your emo- 
tional responses on a piece of paper; save the discussion of your point of view for 
an appropriate time after the presentation or lecture. 


Ask questions 


Be non- 
judgmental 


The attitude you bring with you will affect your ability to listen. Genuine interest 
occurs when you are familiar with the topic, have an existing interest or curiosity 
about the topic, or have an excellent motivational speaker. When these situations 
do not exist, the responsibility to create an interest lays on your shoulders. Relate 
the topic to your overall goals, write questions that may generate your curiosity, 
or involve yourself in discussions with people who already have a genuine inter- 
est in the topic. 


Many teachers and students value questions that ask for clarification or addi- 
tional information when the questions are asked at appropriate times and are 
related to the topic being presented. If the speaker prefers not to address ques- 
tions until the end of the lecture, jot questions on the side of your paper so you 


can ask them at the appropriate time. Asking questions is a sign of interest anda 
desire to learn; do not hesitate to ask questions when the time is appropriate. 


Paying too much attention to a speaker's clothing, mannerisms, speech patterns, 
or appearance can be a major distraction from hearing and understanding the 
content of the message. Strive to focus on the information, not the person. Avoid 
criticism or judgments about the person. If for some reason the physical pres- 
ence of the person is too great of a distraction, focus your eyes on the chalkboard 
or on your notes. 


Posture and 
position 
yourself for 
listening 


Body postures and position affect the quality of your listening and your level of 
attentiveness. Slouching conveys an image of disinterest; sit straight in the chair 
or lean forward slightly with your pen in hand ready to take notes. The back of 
the room tends to have more distractors, and seeing the overhead transparencies 
or the chalkboard tends to be more difficult; position yourself closer to the front 
of the classroom where concentration, attention, and interest often increase. 


Visualize the 
topic and the 
content 


Connecting visualization to the listening process helps imprint information into 
your memory system and makes retrieval of information more efficient and 


accurate. Strive to “make a movie in your mind” of the information presented by 
the speaker. 
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Paraphrase the 
speaker 


For effective notetaking, understanding the information presented in a lecture 
and then quickly rephrasing it for your notes is essential. Rephrasing (paraphras- 
ing) results in a shorter, more condensed form of an idea. Practice paraphrasing 
and condensing rather than attempting to write word for word what the speaker 
says. 


Pay attention to | Listening also involves picking up nonverbal messages presented through a 


nonverbal speaker's gestures, mannerisms, stance, facial expressions, and pauses in verbal 
clues and body presentation. Carefully watch the speaker for nonverbal clues or body language 
language clues that signal important ideas, shifts in ideas, or important supporting details. 


Many people give nonverbal clues without being aware of this behavior; however, 
you as a listener should strive to detect the nonverbal patterns used. 


Enroll ina 
listening class 


Check to see if your school has a listening class. When listening courses are avail- 
able, they often focus on critical listening skills which increase a person’s audi- 
tory memory and expand the ability to remember verbal information more 
accurately. 


W Exercise 10.3 You as a Listener 
Answer the following questions on your own paper. 


1. Recall the last time you were in a large group and were required to listen to a speaker or a 
presenter. Refer to the “Twelve Strategies for Strengthening Listening Skills” on pages 186-187. Which 
of the techniques would have been effective for you to use so you could have been a more attentive 
listener? 


2. Refer to the descriptions of different kinds of listeners on page 181 under the section, “Why We Don't 
Hear Others.” Which of these descriptions describes you? Explain. 


3. Do you see yourself more as a “global listener” or a “linear listener?” Explain. 


4. On a scale of 1 to 10, how would you rate yourself as an effective listener in a large group 
or lecture situation? Explain. 


Using the Cornell Notetaking System for Lectures 


Many classes will require you to have strong listening skills in order to under- 
stand the lectures you will hear and to capture the information to place in your 
notes for future studying. Capturing the information from lectures is important 
for several reasons: 


m@ Lectures help you understand the course content better. 

@ Lectures often clarify or expand textbook information. 

@ Lectures help identify and emphasize the important course information that 
you are expected to learn. 

m Lectures provide additional information or points of view that are not 
included in the textbook. 


The Cornell notetaking system presented in Chapter 9 is the same notetak- 
ing system you will use to take effective lecture notes. For many students, tak- 
ing notes from a textbook is not too difficult because the information is printed 
and the pace for taking notes is controlled by you. During lectures, however, you 
do not have the advantage of controlling the pace, and you often do not have the 
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advantage of knowing the overall organization that will be presented in the 
lectures. Some teachers do provide students with an outline for the lecture or 
begin the lecture by telling the main topics that will be covered. Even with an 
initial outline, you will need to learn new skills that will allow you to keep up 
with the lecture and select the appropriate information for your notes. You will 
also need several new techniques for organizing notes during a lecture. Begin 
by reviewing the five R’s of Cornell that you will be using for your lecture note- 
taking: record, reduce, recite, reflect, and review. 


2. Reduce 3. Recite 4. Reflect 5. Review 


Ce. 
I \ 
Q 


BS Exercise 10.4 Brainstorming about Lecture Notes 


Brainstorming is a process of generating as many ideas as possible. Each group 
member freely contributes ideas and all ideas are accepted by the group and 
included on a list. Work with a partner or in the group to complete the following 


directions. 


On your paper, compile a list of notetaking difficulties you have experienced. After you have compiled a 
list of problems, categorize them. Two common categories are “Problems Keeping Up” and “Problems 
Organizing the Information.” Add other categories that are needed to organize your information. Plan to 
share this list with the rest of the class. 


Techniques for Recording Information 


The following techniques are designed specifically for taking lecture notes. 
When used properly, you will have less difficulty “keeping up” and will be able 
to capture the most important information in your notes. These techniques are 
needed to deal with the discrepancy between rate of speech and rate of writing. 
The average rate of speech during a lecture is 100-125 words per minute. 
Rates of speech that are higher than 125 words per minute do create some addi- 
tional notetaking problems that will be discussed later. The rate of writing is 
about 30 words per minute. Noticing the discrepancy between the rate of 
speech and the rate of writing makes it apparent that you will not be able to 
write word for word. The following techniques will help you modify your writ- 
ing so that you will be able to “keep up with the speaker’: 


Techniques for Recording Information 


1. Paraphrase the speaker by shortening and rewording. 
. Use abbreviations to reduce the amount of writing. 

. Create a set of common symbols. 

. Use a modified form of printing/writing. 

. Practice often. 


. Keep writing when the information is difficult or confusing. 


DNoOwW WN 
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Paraphrase 
REO LLM MLL LD, 


Use Abbreviations 
ae ee aaa 


Use Symbols 
Fee ce ees ara oe te een el ca 


Practice Often 
LLL LTTE LN ie aS MCE 


Keep Writing 
LLM ALAN MAEDA 
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Paraphrasing means to reword information into your own words. By para- 
phrasing, you will be able to shorten the information. Paraphrasing is a mental 
process that must be done quickly. As soon as you capture the speaker’s words 
and interpret the message, write the information in a shortened form. Your sen- 
tences do not need to be grammatically correct. Words such as the, an, and, 
there, and here may be left out of your sentences, for they do not add to the over- 
all meaning. Paraphrasing is perhaps one of the most difficult parts of notetak- 
ing, but with practice and familiarity with different teachers’ lecture styles, 
your skills at paraphrasing will improve. 


Many words can be abbreviated to reduce the amount of writing. When you 
find content-related words that are frequently used, create your own abbrevia- 
tions for the terms. Other common abbreviations, such as the following, can 
also be used. 


BC. for because PRES. for president 

EX. for example SOC. for social or sociology 
IMP. for important SOL. for solutions 

POL. for politics W/OUT for without 


Frequently used words can also be represented by symbols. The following sym- 
bols are often used in notes to reduce the amount of writing. 


& and — leads to/causes 
@ at < less than 

J decreases > more than 

# doesn’t equal # number 

= equals +/— positive/negative 
T increases .. therefore 


It is not uncommon to hear a person say that his or her handwriting was ruined 
in college. Lecture notetaking requires quickness; time is of the essence. As a 
result, many students move toward a style of handwriting that is functional 
without great emphasis on style, neatness, or consistency. One way to increase 
your writing speed is to use a modified form of writing that consists of a mix- 
ture of cursive writing and printing. Feel free to experiment with this mixture of 
cursive writing and printing to see if it increases your speed. Of course, when 
you are required to handwrite a personal letter or a job application, return to 
your neater, more consistent style of writing. Since your notes are usually only 
for you to see, relax your handwriting standards (but not to the degree that your 


writing is illegible). 


Notetaking gets easier if you practice often. You can practice Cornell notes in 
every class and also at home. Practice taking notes as you watch educational tele- 
vision, attend meetings, listen to a sermon, or even talk on the phone! Many sit- 
uational opportunities are available to practice your skills. Practice will increase 
your ability to paraphrase quickly and capture the speaker's main points. 


One of the most common mistakes students make when information is diffi- 
cult, confusing, or unorganized is to stop writing and just listen. In actuality, 
this is the time that writing is more important than ever. If you can write down 
the information, even if you are not understanding what is being said and have 
difficulties paraphrasing, the information you write will provide you with 
material to look over later, to ask other students or the teacher about, and to 
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compare to the information in the textbook. So, when the task gets difficult, 
keep writing. You can sort it out later. 


Techniques for Organizing Information 


Listen for Key 
Words 


SER 


Listen for 
Terminology 


eS ee 
PSS ve 


Knowing how to structure notes sometimes is difficult because you do not have 
a clear sense of the overall organization of the content of the lecture. Most lec- 
tures are organized with headings (main ideas) and supporting details; the 
problem is that you don’t usually have access to the instructor's notes that show 
this outline. Sometimes instructors provide students with an outline or may 
provide students with an outline if it is requested or suggested. If no outline is 
available, you will need to listen carefully for the main headings or shift of 
ideas. In all situations, you will then need to listen and select the important 
details. 

Selecting the important information and the right amount of information 
can be challenging. If your notes are too brief and lack sufficient details, they 
will not be very helpful when you need to study the information or prepare for 
tests. Notes that are too detailed can always be reduced during the reduce step 
of Cornell, so don’t worry about having too many notes. More is better than too 
little. Selectivity is the key. Ifyou know some information is not essential, do not 
add unneeded information to your notes. If you are not sure if some informa- 
tion is going to be meaningful or essential, to be safe, try to include it in your 
notes. The following techniques will help you organize your notes in meaning- 
ful ways: : 


Techniques for Organizing Your Notes 


a 


. Listen for key words that signal headings and main points. 

. Listen for terminology and definitions. : 

. Listen for important details (dates, names, facts, and statistics). 
. Listen for ordinals (number words). 

. Listen for examples. 

. Use verbal and nonverbal clues as signals. 


Oot WN 


The words in the following list often signal a new heading or a new supporting 
detail. As soon as you hear these key words, ask yourself if the topic (heading) 
has shifted in the lecture, or if the instructor shifted to a new supporting detail. 


advantages effects parts stages 
benefits factors principles steps 
causes findings purposes techniques 
characteristics functions reasons types of 
conclusions kinds of rules uses 
disadvantages methods solutions ways 


In Chapters 8 and 9 you learned the importance of identifying and taking notes 
on terminology you encounter when you read. For the same reasons, getting 
terminology and definitions in your notes is important: understanding the ter- 
minology lays a strong foundation for learning course content. Word clues 
often signal definitions and signal you to get the information in your notes: 


X means... X is definedas... The definition of Xis... 
X is also called... X also referred toas... 
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Listen for Details 


Listen for Ordinals 


Listen for Examples 


Use Verbal and 
Nonverbal Clues 
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When you hear these words, use the abbreviation DEF to signal you are writing 
a definition. Or, you may want to use the equal sign (=) as your own symbol to 
connect a word to a definition. X = definition. ... 


As was also discussed in Chapters 8 and 9, supporting details are dates, names, 
facts, statistics, definitions, and examples that develop or “prove” the main 
idea. Notes with sufficient details for future use need to include the above kinds 
of information. If you find yourself only writing headings or just listing a few 
points and writing very little, chances are you need to start adding more sup- 
porting details to strengthen your notes. 


When you hear “first,” make that point number 1 in your notes. Each ordinal 
(number word) helps you organize the details in your notes and confirm that 
you are selecting the correct number of separate points for your notes. In addi- 
tion to the ordinals that are number words, there are also place holders, or 
words that represent a number. The following words are examples of ordinals 
and place holders: 


first next in addition 
second also last 
third another finally 


Examples often serve as vivid triggers or reminders about a specific main idea 
or point that is being developed. Frequently, examples are informative and 
interesting; association between the example and what you are expected to 
learn is easier. For that reason, reference to the example should be in your 
notes. Sometimes, however, a considerable amount of time is spent on the 
example, especially if it is an anecdote of a personal experience. Your notes only 
need to show the basic idea of the example as a reminder of the placement of the 
example in the lecture; your notes do not need to “retell the whole story.” 


Key words such as kinds of, steps, advantages of, and so forth are verbal clues 
that signal the information is important. The following verbal clues are even 
stronger signals of information that should be included in your notes: 


“This is important. You need to know and understand this.” 

“This will be on the next test.” 

“As I have already said .. .” (ideas are repeated). 

“Be sure you copy this information (from the overhead or chalkboard).” 

“If you haven't already done so, be sure you read carefully the information on 


pages...” 
“I can't emphasize enough the importance of...” 


A person's intonation (pitch of his or her voice), volume of voice, and rate of 
speech can also be considered verbal clues. Listen to your instructor's patterns 
carefully. Does he or she speak louder, more enthusiastically, faster, slower, or at 
a different pitch when giving important information? Many speakers may not 
even be aware of the verbal patterns they use to emphasize important points, 
but focused listeners can identify the patterns and use the information to help 
select the ideas that are important for notes. 

Information that is written on the chalkboard or charts or graphs that are 
displayed on an overhead projector are actually visual clues that information is 
important. As the information is discussed, you have another verbal clue that 
the chart, graph, or information on the board is important. If it weren't, why 
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would time be spent displaying it? Information on the board or on overheads 
should appear in your notes on a regular basis. 

Watch your instructor's nonverbal clues or patterns as well. Body stance, 
hand gestures, and facial expressions (forehead wrinkles, eyebrows rise) are 
nonverbal clues that communicate to observant listeners. If the instructor 
pauses to look at his or her notes or simply pauses to allow you time to write, the 
pauses are nonverbal clues. Writing information on the board, pointing to parts 
of it over and over, or circling words on the board are also nonverbal clues indi- 
cating that information is important. 


cilochidd Solutions to Common Notetaking Problems 


LOO a neon a EON acon Mba Ui Nu va Gna une 


Learning to take effective lecture notes occurs through experience with differ- 
ent teachers, lecture styles, and content; lots and lots of practice; and applica- 
tion of the techniques previously discussed. You may encounter some 
additional problems with lecture notes; fortunately, there are techniques to 
solve or reduce these problems. The following problems that you may 
encounter in a few classes are common for many college students. Solutions for 
these problems follow. 

H@ Difficulty taking notes on unfamiliar material 

Problems “keeping up” even after using the techniques previously discussed 
Problems with a wandering mind because of a slow lecture style 
Sidetracking by the instructor 

Spelling problems 

Poor concentration and inattentiveness 

Disorganized notes 


Lectures follow the book exactly and move too quickly 


‘Solutions to ‘Common Notetaking Problems 


Become Familiar 
with the Material 


Ae 


1. Become familiar with the material before the lecture. 


. To help you “keep up,” leave a gap and continue, or shift to paragraph form. 

. Use active listening techniques when the rate of speech is too slow. 

_ Take notes on “sidetracking.” : 

. Spell as it sounds and check the Soe later. 

. Use focused listening techniques to combat inattentiveness and poor 
concentration. 

7. Work to better organize your notes immediately after the lecture. 

8. Highlight and take notes in the book instead of on paper when the lecture 

follows the book. 


When lecture notetaking is difficult due to the use of unfamiliar terms and con- 
cepts, the best solution is to refer to the course syllabus of reading assignments. 


Preview (survey) the material before the lecture. If you have time, use the SO4R . 


system to read the chapter. A sense of confidence is gained because you know 
the information is presented in the book and can be reviewed outside of class. 
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Leave a Gap or Shift 
to Paragraphs 


MESO TE ORT 


Paragraph Form 


Use Active Listening 


a a 
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If you fall behind, do not stop writing and decide to just listen. Instead, leave a 
gap in your notes and start taking notes again for as long as you can keep up 
with the instructor. After class, ask another student or the instructor to help fill 
in the gaps. The more you practice and use the strategies in this chapter, the less 
frequent and the smaller will be the gaps in your notes. 

You can also shift to paragraph form. Notes are definitely easier to work 
with when they are clearly organized. However, you will encounter times when 
you simply cannot keep up with the instructor and organize your notes at the 
same time. If you find yourself slowing down by trying to decide if a detail is a 
supporting detail or one that should be indented, shift to writing in paragraph 
form. Simply keep writing what you hear; paraphrase by restating the informa- 
tion in your own words or write abbreviated sentences. Later, when you have 
more time, you can reread the paragraph and organize it in a more meaningful 
way when you make the recall column. 


Reading 
April 20 


Critical Thinking 
1. DEF—FProcess of constructing & evaluating meaning. 


2. Writers have stories that unfold. Can be fiction or 
facts. Our understanding changes as we hear more of 
the story. All this happens in the mind. 


3. Learn to interpret 
—supporting detail 
—supporting detail 


There are times that you may find your mind wandering because the speaker is 
talking too slowly. Again, the problem is attributed to a discrepancy between 
rates. The rate of speaking may be one hundred words or less or an example may 
go on too long to be meaningful. The rate of thinking is about four hundred 
words per minute. Your mind is moving much more quickly than the words of 
the speaker. The result is often daydreaming, doodling, or losing focus. In addi- 
tion to the listening techniques covered at the beginning of this chapter, the fol- 
lowing techniques can help you become an active listener: 


Keep Writing Even if the details don’t seem vital to your notes, write them 
anyway. They can always be eliminated later by not including them in the recall 
column of your notes. By continuing to write, you remain actively involved with 
the lecture. 


Mentally Summarize In your mind, run through the main ideas and the 
supporting details that have been discussed. Try to mentally review and 
summarize them. 


Anticipate the Next Point With focused listening, you can often tune in to 
the speaker's outline. Keeping in mind the points that have already been 
discussed, anticipate or guess the next point. Then listen carefully to determine 
whether your prediction was correct. 
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Sidetracking 
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Mentally Question the Information Ask yourself several basic questions. 
Do you agree with the information? Does it agree with the textbook? Does it go 
beyond the textbook? How does it relate to other areas previously presented? 


Some organizational problems occur because the instructor sidetracks by dis- 
cussing something that does not seem to fit the outline of the lecture. When you 
know this has happened, continue to take notes on any of the “sidetracked” infor- 
mation that may be important. Try to organize this information under headings 
with main ideas and important supporting details. Where should you place this 
information in your notes? There are two options that work well: 


@ Since you are taking notes on only one side of the paper, use the back side of 
the previous page of notes. Record your sidetracked notes here. 


@ Continue to take notes in the Cornell column. When you finish taking the 
sidetracked notes, draw a box around this information to set it off from your 
regular set of notes. 


[ 
fe) re) 
Important Foints 1 
te 
- Zz 
Z. 
oO), 
3, 2 2 1. 
a ae 
sidetracking 
fe) re) 


Spell What You Hear 


Use Focused 
Listening Strategies 


Write what you hear, even if you know it is not correct. As soon after class as 
possible when you develop the recall column, correct the spelling by any of the 
following methods: 


@ Use a portable spell checker or language master for quick correcting. 
@ Enter the word on a computer and run the spell checker command. 
@ Check the textbook chapter, index, or glossary. 


@ Use a reference book of common misspellings and correct spellings. 
@ Ask another student for the correct spelling. 


M@ Use a dictionary. (This is the most lengthy process if your spelling is too far 
from the correct spelling.) 


Many strategies are available to help you, an adult, learn to be a better speller 
and “sound words out” more accurately. You may shudder at the thought of a 
spelling class if you remember the problems you had in your younger years. 
Good news! Approaches in teaching spelling have changed drastically over the 


years, so explore the new strategies and take the initial steps to become a 
stronger speller. 


Inattentiveness and poor concentration were discussed at the beginning of this ° 


chapter. Exercise 10.1 also introduced you to the concept of global and linear 
listeners and strategies that each might use to improve listening skills during 
lectures. Review the section on listening and then identify specific strategies 
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Work with 
Your Notes 


Highlight and Take 
Notes in the Book 
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that deal with your reasons for inattentiveness or poor concentration. Set goals 
for yourself to begin using specific strategies during lectures. Listening and 
concentration both require an interest, commitment, and mental discipline on 
your part. To make the changes, take the time to identify the specific issues 
involved, and then take the responsibility to create a plan of action for change. 


Notes that appear to be disorganized can be organized more effectively shortly 
after the lecture. In Chapter 3 for time management, a recommendation was 
made to schedule a study block immediately after a lecture class if possible. 
Right after a lecture class, the information is still fresh in your mind. During 
this time you can add missing details, confer with other students about your 
notes, and create your recall column. Before you begin the recall column, take 
time to highlight the important information in your notes. Highlighting the 
meaningful information is one way to “reorganize” your notes without rewrit- 
ing them. Then, take time to create your recall column. The recall column can 
now be organized neatly and logically since you are not under the pressure of 
time and do not have to think and write quickly. Remember that the majority of 
your time will be spent reciting from the recall column, so if the recall column 
is well organized, unorganized notes do not become detrimental. 

Some students insist on rewriting their notes or typing them on a computer. 
Some teachers will advise not to do this because of the time that is involved. For 
many students, the advice is good; time can be better spent on reflect and review 
activities. However, students who are kinesthetic or highly visual may find value in 
rewriting or typing notes. The physical process of rewriting becomes a review and 
a memory-building technique. If this is the case for you, rewrite the notes, reorder 
the information, and add a more meaningful structure to your notes. If you want 
to rewrite simply so your notes “look better,” the perfectionist in you needs to 
“lighten up” and make use of your precious study time for other learning activities. 


A wide variety of lecturing styles will be encountered in college. Lecturing 
straight from the book is not very common, but it does occur. If you try taking 
notes from a teacher who lectures from the book, the rate of speech is too rapid. 
When this occurs, save the Cornell notetaking for later. Instead, follow along in 
the book. Highlight the points as they are mentioned in class. Make marginal 
notes throughout the book. After class, if you want to have Cornell notes as one 
of your methods of studying for the class, use the highlighting, the marginal 
notes, and the organizational structure (headings and subheadings) to guide 
you in making Cornell notes. 


BQ Exercise 10.5 Taking Lecture Notes 


Select any one of your classes. Use the Cornell system to take notes from one of the 
lectures. On your own paper, identify the class, the topic, and the instructors name. 
Answer the following questions. Turn your answers in with your lecture notes. 
(Your lecture notes may be evaluated by using the assessment form on page 196.) 


1. What problems did you have taking notes from this lecture? 


2. What are possible solutions for the problems you had? 


3. How soon after the lecture did you work on the recall column? Did this seem effective? Why or why 


not? 


4. Did the recall column work for you? Did it give you enough or too much information to help you with 


reciting? Explain. 
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Notetaking Assessment Form for a Lecture 


Date 


Lecture 


Course 


Record Column for Notes 


You identified and underlined the main headings. Well done! 


You need to listen for key words that indicate a new heading. Write the heading and 
underline it. 


Your notes are clear, well organized, and detailed. 


Your notes appear to be crowded or cluttered. Try spacing your notes apart more; leave 
spaces between new sections. 


Try using numbering to separate each new supporting detail. 
Your notes lack some important details. Try to write more. 


You are using too many short phrases that will lose meaning after time. Try to write more 
complete ideas or sentences. 


Your notes are very lengthy. Try to paraphrase and write shorter sentences. Be selective. 
Include information that was presented on the overhead or was written on the chalkboard. 
Strive to improve legibility and neatness. 

Be sure you fill in the gaps after the lecture. 

Try to correct spelling errors after the lecture. 


See the instructor to discuss your notes together. 


Recall Column 


Other 


The organization and content of your recall column are well done. 

Copy the heading from your notes into the recall column. 

Use a wider recall column so that you have more room to write. 

Try including more key words or questions so that you have clues for reciting. 


Put fewer key words and/or information in your recall column. With this much informa- 
tion, you will likely read, not recite. 


Align your recall column so that the key words or questions are directly across from the 
related information in the notes. 


Try using the recall column. Add or delete key words or questions to make it more effective. 


Photocopy this form before you use it. 
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Ce Exercise 10.6 LINKS 


ages your notetaking skills by taking Cornell notes on any one of the following sections from this 
chapter: 


1. Understanding Listening Skills (pages 181-182). 


2. Exercise 10.1, Recognizing the Relationship of Learning Styles and Listening (page 183). 
3. Strengthening Your Listening Skills (pages 185-187). 
4. Techniques for Recording Information (pages 188-190). 
5. Techniques for Organizing Information (pages 190-192). 
6. Finding Solutions to Common Notetaking Problems (192-195). 
SUMMARY 
@ Listening is an active process that involves minute) create notetaking problems. Strategies 
understanding and attaching meaning to what exist to overcome the problems. 
pole @ Recording techniques include paraphrasing, 
2 q g 
@ A wide variety of factors influences a person’s abbreviating, using symbols and modified writ- 
ability to be a good listener. They include atti- ing, practice, and the suggestion to keep writing 
tudes, interests, environment, experiences, through difficult material. 
HESS SUES) Mle) PCrSone) Nang Sane @ Techniques for organizing information involve 
@ Twelve different strategies can be used to listening for key words, terminology, important 
strengthen your listening skills. details, ordinals, and examples. 
@ The same five steps of the Cornell notetaking @ Verbal and nonverbal clues may also help signal 
system are used for lecture notes: record, important information to put into notes. 


reduce, recite, reflect, and review. 


@ Discrepancies in rate of speech (100-125 words 
per minute) and rate of thinking (400 words per 


OPTIONS FOR PERSONALIZING CHAPTER 10 


1. PROFILE CHART—PERSONAL LOG Answer the following questions in your personal log. 


What score did you have on the Chapter 10 Profile? | 
What did you learn about yourself as a listener and a notetaker? Give specific examples or 
explanations. 


2. WORDS TO KNOW Knowing the following vocabulary terms is important. 


listening recite ordinal 

linear learners/listeners reflect verbal clues 
global listeners/learners review nonverbal clues 
focused listening rate of speech __ rate of thinking 
record rate of writing sidetracks 


reduce paraphrasing 
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EXPAND THE CHAPTER MAPPING Because there are six main categories, you may want to 
work on legal-sized paper or sketching paper that is large enough to expand the map. If you would like 
to create a condensed mapping of key details, you may expand the map in the book on the first page 
of this chapter. 


. WRITING ASSIGNMENT 1 Discuss the inventory score you had for Exercise 10.2 (pages 


184-185). Do you agree with the score? Which kind of learner/listener are you? What are some of the 
characteristics common to this kind of learner/listener? How can you use this information to improve 
your listening skills during lectures? 


. WRITING ASSIGNMENT 2. Conducta short survey among students who are not enrolled with you 


in this class. Prepare a questionnaire based on categories given on page 181 under the section “Why 
We Don't Hear Others.” Summarize your findings. 


. PORTFOLIO DEVELOPMENT Analyze one set of the notes you took at the beginning of the term. 


Make copies of the Notetaking Assessment Form for Lectures found on page 196. Use the form to 
complete an assessment of your earlier notes. Discuss the weaknesses and strengths of the notes you 
created before you learned about the Cornell notetaking system. Then provide a set of more recent lec- 
ture notes taken in any one of your classes. Use another Notetaking Assessment Form to assess these 
notes. Summarize the changes and improvements you have seen in your notes since using the Cornell 
notetaking system. 
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Cuapter 10 REVIEW QUESTIONS 


True-False 


Carefully read the following sentences. Pay attention to key words. 
Write T if the statement is TRUE. Write F if it is FALSE. 


Ns 


13. 


14. 


15. 


You should leave one or more blank lines before you begin to take notes on a new 
heading or main idea. 


An average lecturer speaks at a rate of 200-250 words per minute. 
Speaking is an active process, but listening is a passive process. 


Major ideas or headings should be underlined so that they stand out from the supporting 
details. 


Words such as advantages, purposes, uses, kinds of, and steps are signals that can help 
you organize your notes. 


You should copy most of the information written on the chalkboard into your lecture 
notes. 


Good listening also involves the ability to interpret nonverbal communication. 


When you fall behind and miss information, it is recommended that you stop writing 
and rely on your auditory memory skills. 


A person's attitude is one factor that influences whether a person is a good listener or a 
poor listener. 


The recall column should be developed during the lecture. 


You can increase your speed of writing by paraphrasing, using abbreviations, writing 
sentences that are not grammatically correct, and using modified printing. 


Take notes, summarize, anticipate, and question are strategies to use when you begin to 
lose concentration because the instructor is speaking too slowly. 


Rehearsers, filterers, derailers, and placaters have acquired the necessary skills to be good 
listeners. 

Some notetaking problems may occur when the student and the teacher have different 
learning/listening styles. 


The Cornell steps for lecture notes are different from the Cornell steps for textbook notes. 


Short Answer—Critical Thinking 


For each of the student situations below, discuss specific strategies from this 
chapter that could be used to reduce or eliminate the problem. Briefly explain 
how the strategies would be solutions. 


1. Calib has learned the five R’s of Cornell. His notes are well organized; his recall columns give complete 
lists or complete sentences to summarize the notes. He reads the recall column and usually thinks 
about the information. When he reviews, he rereads the recall column. Calib usually does well on all 
the test questions that cover the textbook information, but he frequently misses questions that come 
from lectures. He doesn’t understand why, since he thinks his notes are thorough. What else can he do? 
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2. Kimberly is very uncomfortable sitting in a classroom. She often feels like other students are watch- 
ing her so she sits in the back corner. She has a lot of problems taking notes. Her notes are too brief 
and impossible to use for studying. Sometimes she has problems with her notes because she can't 
clearly see what is written on the board. Other times she simply loses her concentration by watching 
other students. When she does try taking notes, she can’t write fast enough to get all of the teacher's 
words on her paper. What would you recommend? 


Essay (Express your answer in several paragraphs.) 


Select one of the following topics to discuss. Use your own paper for your 
answers. Your answer should not be more than one page. 


1. Discuss a variety of factors that influence a person’s ability to listen effectively. Your discussion may 
include factors that contribute to good listening, factors that contribute to poor listening, and factors 
that affect the way a person has been trained or conditioned as a listener. 


2. Summarize the brain dominance theory by summarizing the characteristics of “right-brain and left- 
brain” learning. 
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Visual notetaking offers 
you an opportunity to use 
originality, creativity, 
pictures, drawing, and 
colors to help you learn 
and retrieve information 
from memory. Do you find 
it is easier to remember 
information presented in 
pictures, graphs, or 
diagrams? Do you know 
how to create visual 
mappings, hierarchies, 
comparison charts, and 
time lines? Do you often 
draw or sketch information 
on paper that was originally 
written in paragraph form? 
In this chapter you learn to 
organize and utilize visual 
notes to process new 
information for memory 
and make learning even 
more fun! 
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CHAPTER 11 Visual Notetaking Profile 


a RR ae 


DO, SCORE, and RECORD your profile before you read this chapter. If you 
need to review the process, refer to the complete directions given in the Profile 
for Chapter 1 on page 2. 


lL 


Rn WN BP W NY 


10. 
te 
WA 


I am comfortable reorganizing or rearranging information instead of 
studying it in the same order it was presented. 


. Luse reciting frequently when I study. 

. I draw various kinds of pictures to help me remember what I've read. 
. Lunderstand the concept of different levels of information. 

. [learn main ideas well but I often overlook important details. 


. Luse these two principles of memory frequently when I study: recite 


and review. 


. I close my eyes or look up into the air to visualize or picture charts. 


. When I recite, reflect, and review, I stop to get feedback so that I know if I 


am remembering information correctly. 


. [know how to make mappings, hierarchies, comparison charts, and 


time lines. 
Iam eager to try creative ways to take notes. 
I know how to convert visual notes into printed summaries. 


When I make drawings, I experiment with layout and use of colors. 


Self-AwareneSs: Are you uncomfortable with the idea of taking notes ina 
visual form that involves pictures, colors, and a reorganization of the informa- 
tion? Why or why not? 


YES 


NO 
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Using Visual Notetaking 


Making Visual Mappings 


How to Create 
Mappings 


In Chapter 1 you explored your learning styles or learning preferences. If you 
have strong visual skills, visual notetaking such as visual mappings, hierar- 
chies, comparison charts, and time lines may become your preferred methods 
for learning new information. 

Although visual notetaking is generally used to create reflect activities, 
some students become so proficient with visual notetaking that it can replace 
the Cornell notetaking system. The goal of this book is to help you find the 
methods that work best for you. Use visual notetaking as your main system of 
notetaking if it helps you learn and remember new information more easily. 

Visual notetaking offers you an opportunity to organize and record infor- 
mation in creative ways. Because it draws on your originality, there is more 
than one way to correctly present information. You do not need to be artisti- 
cally talented to use visual notes; stick figures or basic sketches are sufficient 
as long as you understand the pictures you create. Because visual methods 
involve a relatively new form of notes, you may at first feel uncomfortable 
with these methods. Give yourself time and practice to learn these tools; they 
just may be your key to a stronger memory and system for recalling informa- 
tion quickly. 

Students with weak visual skills may want to adapt some of the steps used 
to study from visual notes. If picturing or visualizing information is a struggle, 
the following suggestions are recommended; they help transfer the visual 
aspects of the study tools in this chapter to an auditory approach: 


1. Complete the visual notes as discussed in this chapter. 


2. Turn on a tape recorder. Look at the visual notes you created. 


3. Follow the recommended steps for studying the information. Instead of 
visualizing, verbalize. Discuss the information out loud and speak in com- 
plete sentences. 


You have already had some experience with visual mappings if you have com- 
pleted the Options for Personalizing the Chapter exercise at the end of each 
chapter. 

Mappings can be used in a variety of ways. You can make a visual mapping of 
@ A paragraph or a group of paragraphs under one heading. 
@ A topic or a subject presented in several chapters and lectures. 


® Your lecture notes (in addition to Cornell or an alternative notetaking 
method). 


® Information to review for a test. 
B® Each chapter you have covered. 
™@ Ideas brainstormed for a paper or a speech. 


Four basic steps are involved in creating visual mappings. Your choice of bor- 
ders, shapes, pictures, and colors in each step gives you the opportunity to be 
creative. 
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How to Create Mappings 


1. Write the topic in the center of your paper. 

2. Write the main ideas or the main headings; use lines to connect them to the 
topic. 

3. Add major details to support the main ideas. 

4 Add any necessary minor details. 


Write the Topic In the center of your paper, write the first level of infor- 
mation—the topic. The topic can be the title of a chapter, the name of a lecture, 
or the subject you wish to map. For example, SOQ4R is a subject, not the name of 
a chapter or a lecture. 


Border The border can bea box, a circle, or even a picture. If you are mak- 
ing a mapping of types of real estate investments, you may want the center pic- 
ture to be a house or a building. If you are making a mapping on memory, you 
may want the center picture to be a person’s head. 

Paper size If you know that your mapping will include many details, you 
may want to work on legal-size paper (eight-and-a-half by fourteen inches) or 
drawing paper that is even larger. If your mapping is on a smaller topic, note- 
book-size paper is sufficient. 


Write MainIdeas Next add the second level of information, the main ideas 
of the topic. For a visual mapping of a chapter, use the main headings found in 
the chapter. For a visual mapping of a subject, show the main categories of 
information related to the subject. (See sample mapping on p. 205.) 

Borders, Shapes, or Pictures To make the main ideas or categories stand 
out, place a border or shape around each item on level two. You may want to use 
a different shape than was used for the topic. Pictures can be used instead of 
geometric shapes or pictures can be placed inside shapes. 

Colors Some people’s memories are strengthened with the use of color. 
Experiment with colors by shading in the main ideas. Use different colors for 
each level of information. 

Spacing Visually appealing and uncluttered mappings are easier to visual- 
ize or memorize. Before you begin adding the level-two information, count the 
number of main ideas to decide how to space them evenly around the page. Place 
them relatively close to the topic so that you'll have room to add details later. 

Organization The most common organization for this level-two informa- 
tion is clockwise, beginning at the eleven o'clock position. If there is a definite 
sequence to the information, such as steps that must be learned in order, you 


may want to add numbers to the lines that extend from the topic or inside the 
borders. 


Copyright © Houghton Mifflin Company. All rights reserved. 


SES Ne 


ca Oe ee SD Ghar! Sts tog > gies ee ee 


CHAPTER 11 Using Visual Notetaking Systems 205 


6. Review 


Connections Draw a line from each main idea to the topic. This gives a 
visual representation of their relationship. Each main idea is thus HepneSonras 
as a subtopic of the topic in the center of the paper. 


Add Major Details Now add the major supporting details for each main idea. 
This is the third level of information. Write only key words that serve as 
“triggers” for you to recite in full sentences. Avoid the tendency to write long 
phrases or full sentences; your mapping will become too cluttered. Draw lines 
from these key words to the main ideas they support. Level-three information 
does not need to be in clockwise order or start at the eleven o'clock position. 

Quantity of Details Be selective. Include only as many major details as you 
need to help you remember the important information. You do not need to have 
the same number of details for each main idea. It is up to you to determine how 
many details will help your memory. 

Horizontal Writing To make your mapping easy to read, keep all your writ- 
ing horizontal. Avoid writing at a slant, sideways, or turning the paper as you 
write, resulting in words written upside down. 

Borders Ifthe mapping details stand out clearly without borders (as shown 
in the SO4R mapping), don’t include any. If you are color-coding levels of infor- 
mation, you also may want to enclose these major details within a border. 

Personalize with Pictures Pictures help imprint the information in your 
visual memory. Many times pictures are easier to recall than words, so include 
pictures when appropriate. 


Add Minor Details If you need some minor details, use the same guidelines as 
for major details. (Note the minor details for the record step in the following 
example.) If you find that you need one or more levels of information beyond 
the minor details, such as may be the case with a long chapter, consider 
reorganizing the information into several different topics and creating several 
mappings. You may find that narrowing or limiting the topic of a mapping will 
be more beneficial for visualizing and studying. By reorganizing, you chunk 
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headings ‘rennet 
‘ which, etc. 
chapter 
questions 
terms 
summary one paragraph 
visuals, 
margins 
3, Read stop-think 
headings 7 
title, intro, Sake 
objectives P 
study 
tools ; 
6. Review 4. Record highlight 
notes Cornell 
write marginal 
summary mappings/ 
hapter in your hierarchies 
notes Aiscuone own words flash cards 
complete 
auditory sentences 
feedback 
information into more meaningful groups. Your big picture is not so big that it 
is difficult to memorize, visualize, or comprehend. 

The following mapping ona lecture about vocabulary skills is an example of 
converting your notes into a mapping. Assume the instructor first discussed 
two kinds of vocabulary (receptive and expressive) and then discussed six 
strategies for finding definitions, providing details and examples for each of the 
strategies. Your visual mapping of the lecture would look something like this: 

Level 3 Level 3 
Level 2 | 
Level 1 
Level 2 


receptive 


word structure © 


reference books 


expressive 
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SN EXERCISE 11.1 Making a Visual Mapping for Textbook Information 


Return to Exercise 7.8 on page 138. Make a visual mapping of the four kinds 
of coping strategies. In your visual mapping, include three or more levels of 


information. 

How to Study from Visual mappings are powerful and work effectively because they are based on 
Visual Mappings memory principles that boost your ability to learn new information. The infor- 
eee  Mation in mappings is organized logically, shows relationships, and helps you 


associate one idea with another. Concentration and interest increase as you 
work to present information creatively. As you recite, review, receive feedback, 
and visualize, the process of learning is enhanced. 


How to Study from Mappings 


1. Look intently (stare) at your visual mapping until you think you have it in your 
memory. 

. Close your eyes or look away. Visualize and recite the topic. 

. Visualize and recite each main idea. Check your accuracy. 

. Visualize one main idea at a time. Recite the details. Check your accuracy. 

. Use reflect activities. 

. Use ongoing review. 


Ooo WO DY 


Look Intently at Your Mapping Stare at the visual mapping you created. Pay 
attention to the words, shapes, and colors; try to engrain in your memory the 
locations of the level-two information. Your goal is to carve a mental image of 
the level-one and level-two information. You do not need to attempt to visually 
remember the level-three information. Move to the next step when you feel you 
have the mental image learned. 


Visualize and Recite the Topic Close your eyes, look away, or look “up and to 
the left” toward the ceiling. Try to picture only the topic of your mapping. 
Practice seeing the words, the shape, and the color (if any was used). Recite 
what is written in the center of your mapping (the topic). 


Visualize and Recite the Main Ideas Strengthen the visual image of the 
skeleton of the mapping by picturing only the topic and the number of main 
ideas or categories directly connected to the topic. Now recite by naming the 
topic and each of the main ideas. Your reciting may sound like this: “In SQ4R 
there are six main ideas branching off the topic SQ4R. They are survey, 
question, read, record, recite, and review.” 

Check your accuracy Refer back to your mapping to verify that you recited 
correctly. If you were correct, move on to the next step. If you were not correct, 
study the skeleton with the topic and the main ideas. Look away to visualize and 
recite again. Get more feedback. 


Recite Main Ideas and Details Now that you can clearly picture the skeleton, 
return to the first main idea. Without looking, try to tell all that you remem- 
ber about this main idea. Your goal is to include all the key words (major and 
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minor details) that were shown on your mapping. Talk to yourself in complete 
sentences. 

It is not necessary to visualize all major and minor details written on 
your paper. It is important, however, that you include these details in your 
reciting. 

Check your accuracy Refer to your mapping to see if you included all the 
major and minor details for the main idea you just recited. Did you forget to 
include some information? If yes, try reciting and including the information as 
you look at your mapping. The major and minor details can be visual clues for 


you. Then look away and recite. Get feedback again to be sure that this time you 


incorporated the details in your reciting. 

Continue this process for each of the main ideas. Don’t rush the process; 
work through each category in a careful, thoughtful way. When you are finished 
with the entire mapping, move on to a reflect activity. 


Use Reflect Activities You can reflect several ways: 


1. Copy the skeleton of your mapping on paper. Then, without referring to the 
mapping, fill in the words for the topic and the main ideas. 


2. Try to redraw the mapping with as many major and minor details as 
possible without looking and without first giving yourself the skeleton. 


3. Repeat the process of visualizing and reciting the entire mapping. Turn on 
a tape recorder as you recite. The tape can become auditory notes for 
review. 


4. Convert the visual information back into print form by summarizing. Use 
the main headings of the visual mapping as your guide-and the structure 
for your summary. Write one paragraph (or more) for each heading. 
Summarize the details related to that heading. Writing summaries from 
visual mappings begins to prepare you for essay writing and short-answer 
questions that may appear on future tests. 


Use Ongoing Review Since visualizing does not require you to have materials 
such as notebooks, paper, or pencil available, you can review any time you have 
a few available minutes. As you wait in between classes, ride a bus, take a 
shower, or wash dishes, try to reconstruct the mapping in your mind. 

You may want to make a smaller version of your mapping to place on flash 
cards for review. These cards can also be placed around your house where they 
are easy to see and quick to review. 

As you remember, the final step of the Information Processing Model is 
retrieval. To access this mapping from your long-term memory, practicing 
retrieval is essential. With more practice, you'll see the picture more sharply 
and more readily. 


Making Hierarchies 


Hierarchies are a form of visual mapping in which information is arranged 
in levels of importance from top down. If visualizing mappings with lines ex- 
tending in all directions was difficult for you, you may prefer the organized 


structure of hierarchies. Three different hierarchies for SO4R could look like 
this: 


Copyright © Houghton Mifflin Company. All rights reserved. 


re ee i 


CHAPTER 11 Using Visual Notetaking Systems 209 


Survey Question Read Record Recite Review 
SQ4R 
S Q R R R R 


Record _ . Review 


How to Create The steps for creating hierarchies are similar to the steps for mappings. The 
Hierarchies same levels of information are used: topic, main idea, major details, and minor 
SEEN details. 


How to Create Hierarchies 


1. Write level-one information (the topic) on the top line of the hierarchy. 

2. Draw lines downward from the topic to show level-two information (the main 
ideas). 

3. Under each main idea, branch downward again for level-three information 
(major details). 

4. Add level-four information (minor details) under the major details if needed. 


Write Level-One Information Place the topic or the subject on the top line. 
You do not need to put a box or border around the topic, but you can if you 
wish. 


Show Level-Two Information When hierarchies are created for textbook 
chapters, the headings in the book become level-two information. When you 
create a hierarchy for a general topic such as SQ4R, level-two information 
represents general categories. 

Determine the number of main ideas to be placed under the topic. Branch 
downward to level two to write the main ideas. Consider using legal-size paper 
for more extensive hierarchies. Space the main ideas evenly on the paper to 
avoid a cluttered or crowded look. Always write horizontally. Try adding color- 
coding and various shapes or pictures to strengthen the visual image. 

Many textbooks provide informative introductions; these can be included 
in your hierarchies under a category labeled “Intro.” Key words, concepts, or 
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objectives can now be added to the hierarchy. Another category can also be 
included, if needed, to show graphs, visual aids, lists of terminology, or any 
other information you want to remember. 


Add Level-Three Information Because level three often has numerous 
supporting details, you need to consider how you will place the details on the 
paper. To avoid a cluttered or crowded look, the details can be staggered or 
arranged in a variety of layouts as shown in the illustrations. 


Topic Topic Hele 
NW WW IW iW) NW IW IW 
Equal-length lines— Unequal-length lines— Steps 
on the same plane staggered 
Topic Topic Topic Topic 
Le Wor VW" Li ate WEIN, et 
fa ONS, wy ws IW WW Ww Mwo tw 
NW IW AW 
T awa ara 
WV IW IW IW NW AW AW py mw 
One main line— Chain Half ladder Full ladder 


spread-out lines 


Provide Level-Four Information Minor details can be added by branching 
downward from level three. Be selective. Include only essential key words that 
you feel you need to help you remember the information. Again, select a layout 


that will organize the details clearly. Borders, pictures, and color-coding can 
also be used. 
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SN EXeRcIise 11.2 Making a Hierarchy for Texthook Information 


Read the following excerpt from a business textbook. Create a hierarchy (which 
will look very much like a flow chart) to show this information. Create your hier- 
archy on your own paper. 


Kinds of Managers 


Managers can be classified two ways: according to their level within the organization 
and according to their area of management. In this section we use both perspectives 
to explore the various types of managers. 


Levels of Management 


For the moment, think of an organization as a three-story structure. Each story 
corresponds to one of the three general levels of management: top managers, middle 
managers, and first-line managers. 


Top Managers A top manager is an upper-level executive who guides and 
controls the overall fortunes of the organization. Top managers constitute a small 
group. In terms of planning, they are generally responsible for developing the 
organization's mission. They also determine the firm’s strategy. It takes years of hard 
work, long hours, and perseverance, as well as talent and no small share of good luck, 
to reach the ranks of top management in large companies. Common job titles 
associated with top managers are president, vice president, chief executive officer 
(CEO), and chief operating officer (COO). 


Middle Managers Middle management probably comprises the largest group of 
managers in most organizations. A middle manager is a manager who implements 
the strategy developed by top managers. Middle managers develop tactical plans and 
operational plans, and they coordinate and supervise the activities of first-line 
managers. Titles at the middle-management level include division manager, 
department head, plant manager, and operations manager. 


First-Line Managers A first-line manager is a manager who coordinates and 
supervises the activities of operating employees. First-line managers spend most of 
their time working with and motivating their employees, answering questions, and 
solving day-to-day problems. Most first-line managers are former operating 
employees who, owing to their hard work and potential, were promoted into 
management. Many of today’s middle and top managers began their careers on this 
first management level. Common titles for first-line managers include office manager, 
supervisor, and foreman. 


Areas of Management 


Organizational structure can also be divided into areas of management specialization. 
The most common areas are finance, operations, marketing, human resources, and 
administration. Depending on its mission, goals, and objectives, an organization may 
include other areas as well—research and development, for example. 
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Financial Managers A financial manager is primarily responsible for the 
organization's financial resources. Accounting and investment are specialized areas 
within financial management. Because financing affects the operation of the entire 
firm, many of the CEOs and presidents of this country’s largest companies are people 
who got their “basic training” as financial managers. 


Operations Managers An operations manager manages the systems that 
convert resources into goods and services. Traditionally, operations management has 
been equated with manufacturing—the production of goods. However, in recent 
years many of the techniques and procedures of operations management have been 
applied to the production of services and to a variety of nonbusiness activities. Like 
financial management, operations management has produced a large percentage of 
today’s company CEOs and presidents. 


Marketing Managers A marketing manager is responsible for facilitating the 
exchange of products between the organization and its customers or clients. Specific 
areas within marketing are marketing research, advertising, promotion, sales, and 
distribution. A sizable number of today’s company presidents have risen from the 
ranks of marketing management. 


Human Resources Managers A human resources manager is charged with 
managing the organization’s human resources programs. He or she engages in human 
resources planning; designs systems for hiring, training, and evaluating the 
performance of employees; and ensures that the organization follows government 
regulations concerning employment practices. Because human resources manage- 
ment is a relatively new area of specialization in many organizations, few top 
managers have this kind of background. However, this situation should change with 
the passage of time. 


Administrative Managers An administrative manager (also called a general 
manager) is not associated with any specific functional area but provides overall 
administrative guidance and leadership. A hospital administrator is a good example of 
an administrative manager. He or she does not specialize in operations, finance, 
marketing, or human resources management but instead coordinates the activities of 
specialized managers in all these areas. In many respects, most top managers are 
really administrative managers. 

Whatever their level in the organization and whatever area they specialize in, 
successful managers generally exhibit certain key skills and are able to play certain 
managerial roles. But, as we shall see, some skills are likely to be more critical at one 
level of management than at another. 


Pride, Business, pp. 180-182. 
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As with mappings, hierarchies need to be visualized, recited, and reviewed to 
work as effective study tools. Since the study techniques are the same as those 
used with visual mappings, they are summarized, rather than detailed, here. 


How to Study from Hierarchies 


1. Look intently (stare) at your hierarchy until you think you have it in your 
memory. 

2. Close your eyes or look away. Visualize the topic on the top line. 

3. Visualize and recite each main idea that drops down from the topic. Check 
your accuracy. 

. Visualize one main idea at a time. Recite the details. Check your accuracy. 

. Use reflect activities. 

. Use ongoing review. 


oOo 


Reciting, reflecting, and reviewing are essential. In Chapter 2 you learned 
that short-term memory can handle only a limited amount of information at 
one time. If your hierarchy has more than seven main ideas on level two, you 
are wise to divide your reciting, reflecting, and reviewing into smaller sections. 

For example, if you are studying a mapping or a hierarchy for the twelve 
principles of memory, find ways to divide the information into smaller parts. 
Visualize and recite the first section; then continue to work with additional sec- 
tions. Your reciting may sound like this: “There are twelve principles of mem- 
ory. The first four are selectivity, association, visualization, effort; they spell the 
word SAVE. The second four spell the word CRIB: concentration, recitation, 
interest, and big picture-little pictures. The last four (FOTO) are feedback, 
organization, time on task, and ongoing review. Selectivity means... 


12 Principles of Memory 


Level 2 


Association 


SIV 


Visualization 


Concentration Interest Feedback 


Big pictures and 0 mk ~ Ongoing 
i t ; 
Beran )o0 Little pictures Oa review 
CRIB FOTO 
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+) Exercise 11.3 LINKS 


Work with a partner to complete this exercise. Select one of the following items to 
develop into a visual mapping or a hierarchy. If possible, do not duplicate; there 
are sufficient choices so that each set of partners will be able to work on a differ- 
ent assignment. 

Use your own paper or overhead transparency. Develop a visual mapping or 
a hierarchy that has at least three levels of information. Personalize your work 
by adding shapes, colors, and pictures when appropriate. 


. Howard Gardner’s Eight Intelligences (Chapter 1, pages 15-17). 
. Expand the Chapter 3 Visual Mapping (page 51). 
. Steps for Writing Goals and Tips for Reaching Goals (Chapter 4, pages 76-79). 


. Techniques for Reducing Internal and External Distractors (Chapter 5, pages 95-97). 


1 
2 
3 
4 
5. Organizational Patterns or Comprehension Strategies (Chapter 6, pages 113-115). 
6. Theories of Forgetting (Chapter 7, page 134). 

7. Four Context Clues (Chapter 8, page 155). 

8. Kinds of Listeners (Chapter 10, page 181). 

9. Global and Linear Thinkers/Listeners (Chapter 10, page 183). 


10. Twelve Listening Strategies (Chapter 10, pages 186-187). 


Making Comparison Charts 


Comparison charts (also known as matrixes, grids, or tables) are designed to 
organize a large amount of information into a format that is visual and easy to 
use to compare and contrast information. Comparison charts are organized 
with columns and rows. The category or characteristics that are being com- 
pared or contrasted are placed at the top of each column. The subjects that are 
being compared or contrasted are placed at the beginning of each row. 
Whenever you are working with several related subjects that each have specific 


characteristics, this form of visual notetaking is useful. 


Categories > 
Subjects \ 


How to Create In a comparison chart, columns run up and down, and rows run across the page. 

Comparison Charts —_[mportant information about each subject is written inside the boxes (cells). The 

—otamiommameesmemenee number of columns and rows is determined by the amount of information being 
covered. The following steps show how to organize information for matrixes. If 
you use a computer, matrixes can be made through “table” commands. 
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How to Create Comparison Charts 


1. Identify the number of subjects to be compared or contrasted. Write one subject 
on each row. 

2. Identify the categories of information to be discussed. Write one category at the 
top of each column. ee 

3. Complete the comparison chart by writing key words in each box where ~ 
columns and rows intersect. 


Identify Subjects and Label Rows Since comparison charts are designed to 
compare or contrast information for two or more subjects, begin by identifying 
the number of subjects. Many times the number of subjects (topics) are 
grouped together in the printed text information. Once you have identified the 
number of subjects, you can begin to make the rows for your comparison chart. 
If you have two subjects, your chart will have only two rows. Write the names of 
the subjects on the row. 

As you become more familiar with visual materials and recognize different 
kinds of visual materials from your textbooks, you will note that some tables or 
informational charts in textbooks place the subjects at the top of the columns 
instead of at the beginning of the rows. 


Identify Categories and Label Columns _ Identifying categories requires you 
to think carefully about the information you have read. What categories of 
information were discussed for all or most of the subjects? You can almost 
always use a general category titled “Characteristics,” but more specific 
categories are more useful. The number of categories you select determines the 
number of columns in your comparison chart. Label the top of each column. 

If you have difficulties finding appropriate labels for the columns, try using 
this approach to help you organize important information for the chart: 


1. List each of the subjects across the top of a piece of paper. 
2. Under each subject, list important details associated with that subject. 


3. Look at your list of details. Can the details be grouped into larger 
categories? 

4. If you see a logical category of information under one subject, is that same 
kind of information also given for other subjects? If so, you have discovered 
an appropriate title for a category. 


Complete the Comparison Charts There are two ways to complete the boxes 
in the chart. Complete one column at a time by providing essential details for 
each subject that is listed down the side of the chart. 

The second way to complete the comparison chart is to complete all the 
boxes in one row at a time. With this method, all the essential details about one 
subject are given before working with the details of the other subjects. 
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S Exercise 11.4 Creating a Comparison Chart for Levels of Management 


Rane: 


Refer back to Exercise 11.2 (pages 211-212). Create a chart for the three kinds of 
managers. Label the rows: top managers, middle managers, and first-line man- 
agers. You will need to seek out labels for each of the categories. 


alata 


Use the same process as above to create another comparison chart for the “Areas 
of Management” information in Exercise 11.2. You will need to decide on the 
number of columns and rows, the labels for the columns and rows, and the 
important supporting details for each cell. 


How to Study from 
Comparison Charts 


GASLAMP OS 


When you are the creator of comparison charts, you need to ask yourself, “What 
information am I expected to know?” For some comparison charts, the most 
valuable information to know will be patterns or trends. For other comparison 
charts, you will be expected to know the details within each cell of the chart. 
Once you are able to identify the information that you are expected to know, you 
will be able to select the most appropriate methods to study the information. 

Reciting and visualizing from comparison charts can be more demanding 
than reciting and visualizing from mappings or hierarchies because you are 
telling about more than one subject or main idea. You are also comparing or 
contrasting it to other subjects or main ideas. If you are expected to know the 
specific details inside the cells, use the following steps to recite and learn the 
information: . 


How to Study from Comparison Charts 


1. Name and visualize the topic, the subjects in the rows, and the categories 
across the top of the comparison chart. 
2. Recite information by moving across the rows or down the columns. Get 
feedback. 
. Use reflect activities. 
4. Use ongoing review. 


(ce) 


Name and Visualize the Rows and Columns The skeleton of the chart 
includes the title, the subjects written down the side (labels of the rows), and the 
categories written across the top of the chart (labels of the columns). Take time 
to create a strong visual image of this chart before reciting information inside 


the boxes. Explain the chart to yourself as you try to restructure it visually 
without looking. 


Recite and Get Feedback Recite in a logical order. Decide if you want to 
recite row by row, telling everything about one subject at a time, or column by 
column, telling how one specific category is used for each of the subjects. After 
you recite either a row or a column, refer back to the chart to check your 
accuracy. Immediate feedback is important; recite again if you found that you 
made mistakes. Continue until you can recite the entire chart. 


Use Reflect Activities If adding pictures to visual notetaking helps you 
remember information, add pictures inside each box. If color helps you remember 
visual information more easily, add color. You can use colored pencils to shade 
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each subject (each row) in a different color (or to complete the boxes of the 
chart so that the key words appear in different colors). 

There are three basic reflect activities that are effective for comparison 
charts. The first two can be done by looking at the chart. 


@ Read through the chart row by row. Turn the key words in the boxes into 
complete sentences. Speak so that the information is clear and organized. 
Use a tape recorder to record your presentation. Listen to the recorder 
several times for review. Visualize each part as you hear it on the recorder. 
Use the same process reading and speaking in full sentences as you explain 
each column. 


@ With the chart in front of you, write a summary that includes all the key 
points. First write a summary that explains all the categories one row at a 
time. Then write a summary that explains one category at a time as it relates 
to each subject. This activity is basically the same as the first activity above, 
except that it is a written, rather than a verbal, exercise. 


@ Try to redraw the entire chart without looking at your original. First label your 
rows and then your columns. Go back to each box and fill in the key words. 


Use Ongoing Review As with any form of notetaking, comparison charts 
need to be reviewed often so that they stay fresh and accessible in your mind. 
Because a comparison chart contains so much information, practice retrieving 
it frequently. 


The last visual notetaking system is the time line. A time line is a visual repre- 
sentation of a series of events in chronological order (time sequence). Time 
lines are used most frequently in history courses because the events within a 
chapter are often written in a time sequence. Events in later chapters may cover 
the history of another part of the world during the same time period. A time line 
can help you get a clear picture of the years specific events happened and what 
events occurred in the same time period. 


Time lines vary in length. They can be made for sections of a chapter, a full chap- 
ter, a lecture, or an entire course. Use the following steps to create time lines 
that show the chronological sequence of important events: 


How to Create Time Lines 


1. Select appropriately sized paper for your time line. 
2. Draw a horizontal line and label it with dates. 
3. Write events above their dates. 


Select Paper For shorter sections of a chapter or for one lecture, regular 
notebook paper can be used. If you plan to make an ongoing time line for a full 
chapter or a course, expect to create a lengthy time line. For example, you may 
want to begin a time line for an entire history course. You will add information to 
the time line after each lecture and as you work through each chapter. Because of 
the length of this time line, you may want to use the following options: 
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® Tape pieces of blank paper together, or use computer paper that has not been 
separated. 
@ Use aroll of adding machine tape. 


@ Tape a long piece of butcher paper to a wall. 


Draw and Label a Horizontal Line Draw a solid line across the middle of 
your paper. Divide the line into equal size segments. Below the line, label each 
segment with dates. You may want to label year by year, five years at a time, or 
even longer, depending on the length of the time period you are covering. 


Add Events Each time a new event is introduced in the book or in the lecture, 
add it to the time line. Locate the correct date on the horizontal line; draw a line 
upward and name the event. You can also use the following options for adding 
events to your time line: 


@ Add pictures for greater visual impact. 


@ When you have more than one event for a time period, write the events ina 
column above the date or “branch them upward.” 


® Color-code or draw boxes around events to separate them. 


t + event 

event iss heel event event 
event 
event event event 
event 
| | i 
aa om Se eS ee 

BOO 400 S200 ZOO iK0l0: 1CO ZOO BOO 2400 S00 GOO 
BG: ENG, Bice EG, BG PD (NID A.D. A.D. A.D. A.D. 


Time periods in equal intervals 


Become familiar with each event on the time line; take time to picture the event 
occurring. Then ask yourself questions related to the chronological order of the 
events: What came before this? How did the previous events influence this 
event? How did this event influence the following events? What events happened 
at the same time? Visualize the sequence of events unfolding through time. 

The following suggestions can also be used to study from your time lines: 


Make Flash Cards Make a set of question cards as you look at the time line. 
Write the answer on the back of each card. Use the cards the same way you use 
vocabulary flash cards. Sometimes you can study by looking at the questions 


and referring to the time line for answers. Other times you can refer to the backs 
of the cards for feedback. 


Recite Dates Use your hand, arm, or paper to cover the bottom half of the 
time line. All you will see are events. Recite the dates for each event. 


Recite Events Reverse the process. Cover up the top of the page. All you will 
see are dates. Recite which events occurred on each date. 


Write Summaries Look at the beginning section of your time line. Use 
complete sentences to write a summary that includes the main events and their 
dates. As you complete one section of the time line, continue to the next section 
until you have a summary of all the dates and events on your time line. 
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Use Ongoing Review Ongoing review is always necessary. Recite from your 
flash cards, your time lines, and your summaries throughout the term. Each 
time you add new information to your time line, spend some time reviewing the 
information that is already there. 


QW Exercise 11.5 Creating a Time Line 
Select one of the following topics to use to create your own time line. Begin by 
drawing a line across your paper, dividing the line into units of time, and then 


labeling the time line with dates and events. 


Option 1: Select a magazine or newspaper article that shows the development of events over a time 
period of more than one month. 


Option 2: Use a history textbook. Select a section in one of the chapters to represent in a time line. 


Option 3: Create a time line that shows the major events in your lifetime. 


Web-site links are available online. 


Computer Projects 


1. Explore the graphic capabilities of programs you have access to. Try to create at least three dif- 
ferent kinds of visual notetaking examples (pie chart, bar graph, mapping, hierarchy, time line, 


line graph, comparison chart). 
2. Use a tables format on your computer to complete Exercise 11.4. 


Group Web-Search Activity is available online. 


Case Studies are available online. 
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SUMMARY 


@ Visual mappings, hierarchies, comparison 
charts, and time lines are all visual representa- 
tions of information. 


@ Use visual mappings and hierarchies to show 
the relationships between main ideas and sup- 
porting details. 


@ Use comparison charts to compare or contrast 
two or more subjects. 


Using Effective Notetaking Techniques 


B@ Visual notetaking tools must be studied thor- 
oughly after they have been created. Steps for 
studying include: 

1. Visualize the image you drew without look- 
ing at it. 

2. Recite the topic and the main ideas. Then 
recite the details for each main idea. 

3. Get feedback to check your accuracy. 

4. Reflect by reproducing the visual notetaking 


@ Use time lines to present chronological 
information. 


tool on paper, by writing summaries, or by 
working with the information in other ways. 

5. Review the image frequently to keep it 
active in your memory. 


OPTIONS FOR PERSONALIZING CHAPTER 11 


1; 


PROFILE CHART—PERSONAL LOG Answer the following questions in your personal log. 
What score did you have on the Chapter 11 Profile? 


What advantages and disadvantages do you see in using visual notetaking instead of or in addition to 
Cornell notetaking? 


WORDS TO KNOW Knowing the following terms is important. 


visual mappings hierarchies 
first level of information comparison charts 
second level of information — timeline 


third level of information 


EXPAND THE VISUAL MAPPING Expand the visual mapping on page 201 by adding level-three 
information. Personalize the mapping by adding colors and pictures. 


WRITING ASSIGNMENT 1 Discuss ways you can begin to incorporate more visual notetaking 
into your method of studying. Which courses and textbooks are appropriate for this visual presenta- 
tion of materials? 


WRITING ASSIGNMENT 2 Many students are excited to learn about visual forms of notetaking 
and find that this approach to capturing information on paper is creative, less restrictive, and easier 
to use to learn and recall information. Discuss the relationship of this notetaking approach to the 
three main modalities, multi-sensory learning, and the theory of multiple intelligences. 


PORTFOLIO DEVELOPMENT Compile samples of visual notetaking for materials in any of your 
classes. Strive to demonstrate your understanding of visual mappings, hierarchies, comparison 
charts, and time lines. Your work may be completed on a computer using graphic software. 
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Name 


Date 


Cuapter 11 REVIEW QUESTIONS 


Multiple-Choice 


Choose the best answer for each of the following questions. Write the letter of the 
best answer on the line. 


1. Mapping can be used to 


a. 
b. 
Ge 


d. 


take lecture notes. 
take textbook notes. 
make reflect activities. 
all of the above. 


2. Hierarchies 


a. 
b. 
Cc 


d. 


use rows and columns. 

show only the main ideas of what you read or heard. 
contain the same information found on visual mappings. 
always arrange information chronologically. 


3. Visual notetaking requires the use of 


a. 
b. 
c 


d. 


visualization. 
creativity. 
recitation. 

all of the above. 


4. Ifyou have large amounts of information for a mapping, 


a. 
b. 
c. 


d. 


use complete sentences. 
use larger paper. 

omit some ideas. 

all of the above. 


5. Ifa mapping shows specific steps or a specific order of information, 


a. 
b. 
c. 


d. 


remember the order. 
don’t use mappings. 

add numbers to the lines. 
none of the above. 


6. Itis acceptable to 


a. 
b. 
c. 
Gs 


write full sentences in each cell of a comparison chart. 
write sideways if needed. 

put more than one event on a time line date. 

none of the above. 


7. When you visualize your notetaking, you should 


a. 


b 


Cc. 


d. 


try to see the skeleton first. 

be creative and make changes as you go. 

stare at the paper for five minutes. 

add new information that you forgot to put in the original mapping. 


8. Feedback 


Rose 


is nonessential when you work with visual notetaking. 
lets you know how well you are learning. 

comes only in auditory form. 

is characterized by none of the above. 
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11. 


12. 


13. 


14. 


15. 


PART FOUR Using Effective Notetaking Techniques 


Reflect activities often include 

a. making tapes as you recite in full sentences. 
b. reproducing the visual notes from memory. 
c. summarizing the information in new ways. 


d. all of the above. 


Students with weak visual processing skills 
a. shouldn't try visual notetaking because it’s too frustrating. 


b. can develop visual notetaking and then incorporate auditory systems for reviewing. 


c. should use mappings and hierarchies for class notes. 
d. should ask a notetaker to make the visual notes. 


To avoid having cluttered hierarchies, 

a. stagger the information on lower levels. 
b. write more complete sentences. 

c. eliminate some main ideas. 

d. eliminate some key words. 


If your mapping or hierarchy has more than seven main ideas, 
a. chunk the ideas so that you study sections at a time. 
b. consider making two hierarchies or mappings. 


c. use boxes and/or color to separate each part. 
d. all of the above. 


On atime line, the 

a. earliest date is on the right. 

b. earliest date is on the left. 

c. number of years is hard to see immediately. 
d. dates are written above the line. 


The columns on comparison charts 
a. show the percentages to use. 


b. show the categories, characteristics, or traits that will be compared and contrasted. 


c. cannot contain more than five cells. 
d. label the rows to be studied. 


When reciting is done with visual notetaking, it should 
a. begin from the bottom up. 

b. move counterclockwise. 

c. go from details, to main ideas, to topic. 

d. go from topic, to main ideas, to details. 


Short Answer—Critical Thinking 


1. On your own paper, convert the visual mapping for this chapter (page 201) into a hierarchy. Your 
hierarchy must show three or more levels of information. You may add color and/or pictures to your 
hierarchy if you wish. If you have a computer program that makes hierarchies, you may use it. 


2. Compare the visual mapping to the hierarchy. In a paragraph, briefly explain which visual notetaking 


system is easier for you to use. 
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Preparing for 
‘lests 


Performing 
Well on the 
Test Day 


Preparing 
for 
Tests 


Preparing 
for 
Tests 


Learning 
from the 
Test 


Dealing 
with 
Test Anxiety 


CHAPTER 


Many students experience 
strong physical, emotional, 
and behavioral reactions or 
anxieties when they are 
faced with taking tests. Do 
you get headaches, 
stomachaches, anxiety, or 
short-temperedness in 
testing situations? Does 
your mind go blank in the 
middle of a test? Do you 
often feel underprepared 
for tests? Does your 
performance on tests 
reflect the amount of 
studying and learning you 
have accomplished? In this 
chapter, you learn test- 
taking techniques that 
diminish or eliminate test 
anxiety and help you 
perform more effectively 
each time you are required 
to complete a test. 
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CHAPTER 12 Test Strategies Profile 


DO, SCORE, and RECORD your profile before you read this chapter. If you 
need to review the process, refer to the complete directions given in the Profile 
for Chapter 1 on page 2. 


YES 


1. Even though I know the material, my mind goes blank when I take tests. 


2. I usually feel prepared for tests. 


3. Iam often nervous, feel sick, or have physical problems (headache, 
stomachache, clammy hands) right before a test. 


4. lam able to go into tests with an attitude of confidence. 


5. Iam so relieved when I finish a test that I leave as soon as I answer the 
last question. 


6. If [run out of time, I just leave blanks for the questions I don’t have time 
to answer. 


7. I try to find out as much information as possible about a test before it is 
given. 


8. I spend time analyzing my answers and study techniques after the test is 


graded. 


9. Imake special summary notes before every major test. 


10. I make a five-day study plan before major tests. 


11. use the survival technique of cramming for most tests. 


12. I practice predicting and writing test questions as one way to prepare for tests. 


Self-Awareness: Describe your current attitude toward tests. How do you 
respond when you hear there will be a test? How would you rate your test- 
taking skills? 
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Preparing for Tests 


Tests in college are a reality. Grades are earned, not just “given.” Tests are one 
method of assessing your level of understanding and determining the informa- 
tion that you have learned. Tests are basically “check points” of your progress. To 
reduce anxiety and stress related to tests, you can begin by being well prepared 
for tests. 

Tests concern some students because they know they are underprepared. 
Students who are underprepared often find a solution in cramming. 
Cramming is an attempt to learn large amounts of information in a short period 
of time. As discussed in the Information Processing Model and with the Twelve 
Principles of Memory, the brain needs time to process information accurately. 
Cramming may put some information into memory, but it will not lead to thor- 
ough understanding or confidence. Cramming is a “survival technique” that 
may backfire and create even more stress or anxiety about an upcoming test 
because students who cram become aware of how much they don’t know. The 
most basic solution is to study and learn on a consistent basis, week by week. 
This is most likely to happen when you have a well-designed time management 
schedule, use the 2:1 ratio, use effective study methods, and use ongoing review. 

In addition to the basic study skills you have learned throughout this text- 
book, the following techniques will also help you be better prepared for tests: 


Test Preparation Strategies 


Five-Day Pian 


DAN OPEL RS ES 


Make Summary 
Notes 


1. Make a five-day time management plan to prepare for major tests. 

2. Make summary notes as you review chapters and sections of materials. 
3. Find out as much as you can about the upcoming test. 

4. Predict test questions and practice writing test questions. 

5. Participate in a review session. 


Review the five-day study plan to prepare for tests (Chapter 4, page 81). For 
smaller tests, use the same steps but shorten up the time period. Perhaps you 
will do all of the steps in two days instead of five days. The important point is to 
allow some time to review the information and then some time the night before 
the test and the day of the test to review summary material one last time. 


Summary notes are a special set of notes that you create specifically to study 
for tests. These are the notes that you will review the day before the test (day 5) 
and immediately before the test. Frequently when you begin the review and test 
preparation process, you become aware of how much you have learned. 
Information that was once foreign now seems to be “obvious, logical, or com- 
mon sense.” After reviewing this information and feeling confident that you 
know it, you do not need to spend any more time reviewing it. Move on to the 
next set of information. The information that you identify that needs to be 
reviewed further should be placed in some form of summary notes. Summary 
notes are also valuable if you know specific kinds of questions that will appear 
on the test. For example, if the teacher clearly tells you that there will be an 
essay on a specific topic, as you review, you will want to create summary notes 
that pull information together that can be used in that essay. The following for- 
mats all work effectively for summary notes: 
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5 Kinds of 
Health = vitality 


Lists/Categories of Comparison charts to Notes based on topics that 
information to remember compare or contrast include textbook and lec- 
different subjects studied ture information 


Ill. Chapter Title 
A. Heading 
Chapter outlines 1 
Flash cards of categories made by using : ; 
and terminology s headings and Z subheadings 
; subheadings 3, 
What are 
ww ? B. Heading 
1. 
a subheadings 
3. 
= 
What | 1. ane 
—_——— 
are 4 
eS SO 
kinds of 2. TS EEE 


nw? 3,—-———~——~—S 


Large visual mappings 
or hierarchies made on vem 
poster paper to include 

several topics or chapters 


Cornell notes with 
study questions on the 
left for self-quizzing 


£25 222% 
Sas cete 


Find Out About Take the time and effort to find out as much as you can about the upcoming test. 
the Test 


Some teachers make previous tests available for review. Some teachers will pro- 
vide you with details about the types of questions and which areas to study. 
Knowing the kinds of questions, the number of questions, and the areas of 
emphasis often have a calming effect because you are better able to predict what 
you will encounter when you receive the test. Sometimes talking to students who 
previously completed the course is helpful, especially if the teacher provides you 
with little information. Former students may be able to give you suggestions for 
ways to study for a particular teacher’s test and the kind of test to expect. 
However, teachers change their tests and their test formats, so do not become 
over-confident based on the information received from former students. 
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Predicting test questions is an excellent method for preparing for tests and 
reducing test anxiety. Predicting test questions is even easier to do after you 
have taken one or two tests from a specific teacher and have a sense of the types 
of tests he or she uses. Understanding types of test questions is the first step. - 
The following chart shows test formats that are common in college courses: 


Kind of Level 
Question of Difficulty Includes Requires 
Recognition Easiest True-False Read and recognize whether information 
(objective) Multiple-Choice is correct; apply a skill and then 
Matching recognize the correct answer. 
Recall More Fill-in-the-Blanks Retrieve the information from your 
demanding Listings memory. 
Definitions 
Short Answers 
Essay Most Essays Retrieve the information from memory, 
difficult organize it, and use effective writing skills. | 


Effective test preparation should include studying all the important mate- 
rial thoroughly so you are well prepared for any type of test question. However, 
many students prefer to modify their test-preparation strategies to reflect spe- 
cific testing formats when the formats are announced in advance. If you know 
you will be taking a test with objective questions or recall questions, the fol- 
lowing chart provides you with a summary of the types of material you should 


focus on and practice strategies to build into your review time. 


If You Predict... 


Study This Kind 
of Information: 


Objective Questions 


¢ Definitions of key terms 

¢ Category flash cards 

¢ Details: names, dates, 
theories, rules, events 


Practice May Include: 


e Writing true-false questions 

e Writing multiple-choice questions 

e Writing matching questions 

¢ Working with a study partner to 
exchange practice questions 


Recall Questions 


¢ Information presented in lists 

¢ Definition cards 

—say and spell words on the 
front for fill-in-the blank tests 

—three-part definitions on 
the back of cards for definition 
and short-answer tests 

¢ Category cards 

¢ Cornell recall columns 

* questions created in the 

Q step of SO4R 

e Summaries at the end 

of chapters 


¢ Reciting information in full 
sentences and in your own words 

e Short summary writing to 
practice expressing ideas on paper 

e Writing answers to the questions 
created in the Q step of SQ4R 

¢ Writing your own questions for 
fill-in-the-blank questions, listings, 
words to define, and short 
answers 

¢ Working with a study partner to 
exchange practice questions 
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Essay questions sometimes are more difficult to predict. Essay questions 
cover larger topics, so one way to predict essay questions is to actively identify 
the “big picture” ideas or concepts that were covered. Essay tests and the types 
of essay questions you may encounter will be discussed in more detail in 
Chapter 14. 


Review sessions are a powerful way to receive immediate feedback about the 


topics you understand clearly and the ones that need further review. Review ses-. 


sions often provide you with the opportunity to verbalize information, which 
again is an excellent form of feedback. Actively listening to other students 
explain information or answer practice test questions can be a rewarding learn- 
ing experience. If the teacher has not organized a review session, take the ini- 
tiative to invite another student or a small group of students to meet with you to 
review. Frequently review sessions are more productive if one person suggests a 
review approach to use. Here are a few possibilities: 


® Each member writes a specific number of practice test questions to bring to 
the group. 


@ Each member is responsible for summarizing a specific chapter and facili- 
tating a discussion on that chapter. 


M Each member brings some type of study tool to the group to use for 
reviewing. This may be a set of flash cards, Cornell notes, or visual notes. 
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B Exercise 12.1 Academic Preparation Questionnaire 


What was the last test you took in one of your classes? 


Think back to the days prior to that test. Check YES or NO to the following state- 
ments. Be honest with your answers. 


18. 


19. 


20. 


. [had all the reading assignments done on time. 


. [had all the homework assignments done on time. 


. Lasked questions about information I didn’t understand. 

. I worked with a tutor or a study partner for review. 

. Irecited information that I was studying on a regular basis. 

. I followed my time management schedule and used the 2:1 ratio. 
. [spent time reviewing each week. 

. Lattended classes regularly. 

. I was an active learner and used a variety of methods to study. 

. Lused active reading techniques and the SO4R method. 

. Icreated study tools that I have found to be effective for me. 

. [found enough time to read the textbook carefully and highlight. 
. [made a special study schedule for the days prior to the test. 

. [used study techniques that gave me feedback. 

. I was an active listener and participant in class. 


. Lwas able to stay fairly motivated about the class and the work. 


NOES 


NO 
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. [reviewed the work on my homework assignments when they 


were returned. 


I was organized and was able to find the materials I needed to study. 


I avoided cramming the night before the test. 


I can honestly say that I gave it my best. 


If you answered yes to all or most of the above questions, you used effective study 
techniques and should have been well prepared for the test. All of the no answers 
indicate a need to improve your study methods. Analyze the no answers to deter- 
mine which study techniques need to be strengthened. Review the specific skills 
you need to learn to utilize more effectively. 
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S Exercise 12.2 Predicting Test Questions 


Assume that you will soon have a test in this class that will cover three chapters. 
If an actual test is not scheduled within the next week, you may identify any three 
chapters for this exercise. 


Which chapters will be your focus for this exercise? 
Assume that you asked about the type of test that will be given. You were told that 
the test will have true-false, listings, definitions, and short answers. There will be 
a total of 100 points. 


Write five good true-false questions. 


1. 


Ze 


3: 


4. 


Ly. 


Write two questions that require an answer that is in the form of a list of information. 


1. 


Write three questions that ask for a definition of a specific vocabulary word (terminology). 


1: 


Write two short-answer questions that will require two or three sentences to answer. 


is 


Bring these questions to class. You may be asked to exchange your test questions 
with another student or to share your questions in class. 
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Performing Well on the Test Day 


After days of preparation and anticipation, the day of the test arrives. The fol- 
lowing techniques will help you perform at your very best and reward you for 
your efforts: 


Techniques for Performing Well 


IM OP AO sat: SSC Oey oy en 


. Be physically ready before entering the classroom. 

. Use four “Smart Start” tips the first three minutes of the test. 
. Read directions carefully and circle key words. 

. Direct your thoughts outward toward the test. 

. Ignore other students. 

. Use test time wisely. 

. Use the four levels of response for answering questions. 


Be eee Ready Before a test, getting ready physically is also of primary importance. You can 
eeeeeee physically get ready for a test in several ways: 


he, 


Get a good night’s sleep the night before a test. Do not stay up too late 
studying; if you have used effective study techniques, you won't need to 
cram. You want to have minimal fatigue and an alert mind, both of which 
can come through a restful sleep. 


. Allow time for a healthy breakfast. A nutritious breakfast begins your day 


with a high energy level that is maintained for several hours. Avoid sugary 
foods such as doughnuts—they may give you an “energy boost” but will 
wear off quickly and leave your energy level lower than before you ate. 


. Check that you have all the necessary supplies such as paper, pencils, pens, 


calculator, spell checker, and review notes. 


. Allow extra time to get to school early so that you don't feel the need for last- 


minute rushing. Take care of basic needs (restroom, drink of water) before 
you go into the classroom. Then sit in your usual place unless you get too 
distracted by friends sitting near you. Use your time right before class 
productively: 


@ Get your necessary supplies ready on your desk. 

@ Take a few minutes to focus on the subject. Mentally rehearse some of 
the information you have reviewed. 

B Use a familiar relaxation method, or visualize yourself successfully com- 
pleting the test. 


Use Four Smart The four “Smart Start” tips should begin the minute you receive the test. Make 
Start Tips these Smart Start tips a habit; they have a calming effect, get your mind 


LLAMA LA TELAT RL RLM LARA Yee RIDE ORL RISEN 


focused, and get you off to a positive start. The four Smart Start tips are: 


1. Jot Down Important Information As soonas you get the test, on the side or 


back of the test jot down any information you want to be sure to remember. 
This may include formulas, mnemonics, lists, or facts. If you are not 
allowed to write on the tests, ask if you may have blank paper available for 


organizing ideas. 


2. Listen to Directions As the teacher begins to talk, pay close attention to the 


directions. There may be changes on the test, corrections, or suggestions. 
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Read Directions 
Carefully 


Direct Your 
Thoughts Outward 
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3. Survey the Test Take a quick look through the test to find out: 


@ The types of questions 

™ If questions are printed on the back of pages 
@ Where to place your answers 

B@ The point value of questions 

@ The length of the test 


4. Budget Your Time Once you have surveyed, make a quick plan to budget 
your time. This is especially important if you have essay questions. Next to 
each major section of the test, estimate and jot down how much time to 
spend on each section so that you have time to complete the entire test. Be 
sure to leave enough time to write and proofread essay answers. 


Read all the directions carefully. Before you begin answering questions, get a 
clear picture of what is being asked. In Chapter 14 you will learn the meanings 
of different direction words; pay close attention to these words to assure that 
you are giving an answer that matches the question. For multiple-choice ques- 
tions, note whether or not more than one letter answer can be used. For match- 
ing, note whether or not a letter answer can be used more than once. For 
listings, pay attention to the number of items you are expected to include in 
your answer. For short answers, circle the words that indicate what is expected 
in your answer. Regardless of the question format, if the directions are long or 
confusing, take time to circle all the key words that will help you focus on what 
is expected from you. Ask for clarification if the directions are not clear. 


Sometimes when students start to feel pressure during a test, a negative inner 
voice starts interfering with thoughts such as “I can't do this. 1am not going to 
pass this test. I want to quit.” In addition to the negative “chatter,” eyes stop 
focusing and students may find themselves reading carelessly, skipping words, 
or misreading words. Some of the physical symptoms of test anxiety (which are 
discussed later) may begin. In the above situations, attention is shifted off the 
test; the challenge now is to get the attention focused back to the test. Quick 
relaxation techniques, positive self-talk, and positive visualization can be used 
as soon as you sense that you are shifting focus off the test. The following tech- 
niques can also be used to get your focus outward and back on the test: 


M Become a more active learner. Circle direction words and underline key 
terms in directions and in questions. These markings help keep your eyes 
and your mind focused on the task at hand. 


B Mouth the questions or even read them in a whisper. This activates your 
auditory channel and asks one more of your senses to help you out. 


™@ Use a blank paper or your arm to block off the rest of the test. Since anxiety 
often results in the eyes jumping around or moving randomly, this method 


helps keep your eyes focused on one question at a time and produces a 
calming effect. 


Sometimes a relaxed attitude can be altered or influenced by other students or 
friends. Do not watch others to see if they are farther ahead than you or are 
working more easily than you. The first students to leave do not necessarily 
know the information best; they may in fact not know the information at all, 
which is why they left early. Try very hard not to compare yourself or your per- 
formance to others. Work at your own pace, always doing the best you can with 
your answers. Keep your mind and your eyes on your test. Avoid looking at 
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someone else’s desk; your glances may be interpreted as attempts to cheat or get 
answers from someone else. Every minute during a test is valuable time; don’t 
waste it by getting sidetracked worrying about others. 


Students with effective test-taking skills do not finish a test and then rush out of 
the room; instead, they use the extra time to review all the answers on the test, 
proofread for mistakes, and strengthen short-answer or essay questions by 
adding more information. 

The following questions about using test time wisely are frequently asked 
by students: 


1. Should I change answers while I’m reviewing the test? Do not change 
answers if you are panicking and feel time running out. Change answers 
only if you can justify the change; perhaps other questions on the test gave 
you clues or helped you recall information necessary to answer the 
question. 


2. Are there any other reasons to stay longer? Yes. Some students feel more 
comfortable asking questions about the test when fewer students are 
present. The teacher's response to a question may trigger your memory or 
give you a needed clue. 


3. What if I don’t have time to finish the test? If you run out of time, guess at 
answers rather than leaving them blank. A blank space can only be wrong; 
an educated guess can add a few more points if it is correct. For essay 
questions, take a few minutes to list the points you would have included in 
your essay if you had had more time. Listing your main points usually leads 
to some test points. 


If you often have problems finishing tests on time, before the day of the test 
ask if more time will be allowed if it is needed. Some teachers will make 
arrangements for extended time on tests if the request is made prior to the day 
of the test. 


The reward of effective studying is to be able to read a question and immedi- 
ately respond with the correct answer. All students wish this could happen all 
the time, but in reality, there will be times in which the immediate response is 
not available. When this occurs, learn to work through the question by using 
four levels of response. The levels are shown below. 


Immediate Delayed Assisted Educated 


Response Response Response Guessing 


Immediate response is what you hope happens for each question. This is 
the payoff for effective studying. After carefully reading the question, you are 
immediately able to provide the correct answer. The question automatically 
triggers associations, and the information from long-term memory is available. 
Immediate response boosts your confidence and moves you through the test 
more quickly. 

Delayed response occurs when you read the question but are not sure of 
the answer. Read the question twice. Do a quick memory search by trying to 
recall the information by linking or associating the key words in the question to 
clusters of information in your memory. For example, if the true-false question 
reads, “Metacognition involves knowing a wide variety of strategies and being 
able to choose the correct strategy for the learning task involved,” try recalling 
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the definition you learned for metacognition. Do the learned definition and this 
statement mean the same thing? Or try to visualize the notes that you made on 
metacognition or hear the teacher discussing metacognition. If you are still not 
sure of the answer, delay your response. Skip the question for now. Return to it 
after you have answered as many questions as you can using immediate 
response. Make a small check next to the question or on your answer sheet. This 
serves as a reminder to return to the question later. Move to the next question. 

Assisted response occurs when you return to the unanswered questions. 
Now you use the rest of the test to help you find a possible answer. Look at the 
key words in the question. In the preceding example, the key words would be 
metacognition and strategies. Skim through the test looking for these words. 
The information used in other questions may assist you in finding the correct 
answer. It may be that as you worked through the test, you found information 
that triggered your memory and enabled you to answer a question that you had 
left unanswered. During assisted response, utilize whatever you can to produce 
an answer. 

Educated guessing strategies can sometimes be used when all else fails. 
Chapter 13 provides you with some strategies for educated guessing. These 
strategies improve your odds at guessing correctly, but they are not foolproof. 
Educated guessing strategies are never more effective than knowing the 
answers. Educated guessing can be used for true-false and multiple-choice 
questions. 


®B Exercise 12.3 Using Levels of Response 


In Exercise 12.2, to practice predicting test questions, you wrote your own true- 
false, listing, definition, and short-answer questions. Work with a partner. Read 
your questions to your partner. Keep track of the number of immediate responses 
your partner was able to give for your questions. If your partner doesn't immedi- 
ately know the answer, allow your partner to use delayed response techniques. 
Keep track of the number of delayed responses used by your partner. This exercise 
gives your partner feedback on topics that he or she needs to study further. 
Reverse roles so you have the same opportunity to use immediate or delayed 
responses for your partner's questions. 


Learning from the Test 


Tests are valuable learning tools. Right after a test, make a list of the questions 
that confused you. Write down topics that you did not study thoroughly 


enough; return to your notes or your book to look up answers or information 
that is still on your mind. 


When the test is returned, analyze it: 


@ What kinds of questions did you miss the most? Do you see a pattern? For 
example, if you missed the most points on fill-in-the-blank questions, that’s a 
signal that you need to learn better strategies for that kind of question. 


@ Did you make any careless mistakes? Which ones and how? 


@ What was the source of the information you missed? Was it discussed in a 
lecture, was it from the textbook, or was it on a handout or an overhead? 


® Which parts of the test had the best scores? Why? 


Learn the information that was incorrect on the test. You don’t want the 
incorrect answers to stay in your memory. Make notes or flash cards with the 
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correct answers. Discuss any of the questions you missed with your teacher if 
you still don’t understand the information. On your final exam you will likely 
see these questions again, so learn from your mistakes right away. 


Adjust Your Study Strategies Take a careful look at the study strategies you 
used to prepare for the test. Identify which strategies are effective and proving 
to be powerful for your memory system. Review the Principles of Memory 
checklist in Exercise 2.7. Identify the principles that were not utilized 
sufficiently. Spend time planning ways you can strengthen your memory and 
your academic performance by using more of the memory principles. 


Adjust Any Negative Response If you did not score as well as you had 
hoped, don't be too hard on yourself. This is just one test. Use it as motivation to 
improve your studying and test-taking techniques. Give yourself credit for the 
parts that you did well on. Discuss your progress with your teacher. Find out if 
there are options to retake the test or if any extra credit can be undertaken to 
improve the grade. Be willing to ask for help and listen to suggestions. Learning 
is a lifelong process; you won't master it all at once. You can, however, continue 
searching for new keys to success and new strategies that are right for you. 


Ww EXERCISE 12.4 Analyzing Results 


Answer the following questions on your own paper. 


NA ww fb WwW N - 


. What was the last test score you received in any course this term? 

. Were you pleased with the results? Why or why not? 

. Were all your assignments done before the day of the test? 

. How much time did you spend reviewing for the test? Was it sufficient or was it too little? 

. Did you study alone or with a partner? 

. How did you organize yourself to review? What visual notetaking or study tools did you make or use? 


. What kinds of patterns of error did you notice on your test? Were some kinds of questions more diffi- 


cult for you? Which kinds? Did many of your mistakes come from the same chapters? 


. What adjustments will you make in your study strategies for the course being discussed? 


Ww EXERCISE 12.5 Test Anxiety Indicator 


Check the response that seems to best describe you this term. 


ui 


. I procrastinate so much about studying that Iam 


. I found it necessary to cram for the last test I took. 
. [read the textbook, but I do not highlight or take any 


. [have trouble sleeping the night before a test. 
. I fear the consequences of failing the test. 


. [can’t help but remember what happened on the last 


NEVER SOMETIMES ALWAYS 


always behind in my assignments. 


other kind of textbook notes. 


See oe 
a Sed 
EM gee) eles) 


test: I really blew it. 
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a 


o; 
10. 
11. 
12: 
13. 


14. 


15, 


16. 
17. 


18. 
Lo: 


20. 


217 


22. 


23. 
24. 


25. 


. [can feel a lot of tension in my shoulders, arms, or face 
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NEVER SOMETIMES ALWAYS 


My negative voice is quick to tell me what I can’t do. a J O 


on the day of a test. 
My heart beats fast during a test. 
I feel hot, clammy, or downright sick during a test. 


Iam much more hesitant to enter the classroom on a test day. 


I try to find excuses not to go to school on the day of a test. 


I am irritable, snappy, impatient, and sometimes even rude 
right before a test. 


I make careless mistakes on the test. Sometimes I can’t believe 
the answers that I marked. 


As soon as I leave the classroom after taking a test, I remember 
answers that I didn’t know during the test. 


My mind goes blank, but I know that I know the answers. 


I get distracted and annoyed by the littlest things others do 
in class during a test. 


I always worry about not having enough time to complete tests. 


Without knowing why, I panic and start changing answers right 
before I turn the test in. 


I get stuck on one question and become stubborn. I don’t 
want to move on until I remember the answer. 


I hurry to get out of the room and out of the test as quickly 
as possible. 


Enough is enough. I don’t even want to think about going back 
to check my answers or proofread. 


I turn in tests that are incomplete even when I have more time. 


I find myself blaming the teacher, my family, or my friends for 
the fact that Iam not prepared for this test. 


Spaiaeen ene aes Sy ee Bepels es Ve) Eee ee) 
SiGe eee le eee Sere ey ele ee eee ae) 
GRE SEs (cele CS 2 eee ees) eee) 


I did not find time to make summary notes or review effectively. 


Answers in the NEVER column = No problem; not indicators of test anxiety 
Answers in the SOMETIMES column = Possible indicators; seek ways to alter your behavior 
Answers in the ALWAYS column = Sources of test anxiety; seek strategies to reduce these 


Dealing with Test Anxiety 


Understanding anxiety begins by first understanding stress. Stress is defined as 
your reaction or response to events or situations that threaten to disrupt your 
normal pattern or routine. You may experience stress because of a job inter- 
view, financial problems, an argument with a friend, a relationship problem, or 
a test. Stress occurs with many situations in which you must perform or make 
a decision. Stress in each of these situations is natural and actually can be ben- 
eficial. Stress often gives that extra bit of adrenaline that helps a person per- 
form better. 

With normal stress, a person is aware of the stress and aware of the source 
of the stress. The person is also still able to control his or her reaction or 
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responses. A student may feel stress related to an upcoming test. That stress 
actually helps to motivate the student to work hard to try to do his or her best. 
Anxiety occurs when the level of stress is excessive to the point that it hinders 
the ability to perform well. During a bout with anxiety, a person no longer rec- 
ognizes the source of the excessive stress, no longer has control of the situation, 
and is reactionary rather than problem-solving oriented. 

Test anxiety is excessive stress that may occur before a test or during a test. 
Performance is hindered and thinking abilities are immobilized. A student may 


“go blank,” make excessive careless mistakes, mark answers in the wrong place, _ — 


or quit due to frustration. Symptoms of test anxiety may appear in physical or 
emotional forms as shown in the chart below: 


Emotional Symptoms of Anxiety 


Physical Symptoms of Anxiety 


Rapid heart beat 
Increased blood pressure 
Upset stomach, nausea 
Shakiness 

Abnormal nervousness 
Headaches 

Tight muscles, tension 
Clammy palms, sweating 


“Going blank” 

Sense of confusion, disorientation 
Panicky feelings 

Depression 

Procrastination 

Short temper 

Continuous negative self-talk 


Crying, sobbing 
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Misdirected attention, focus on other things 
Feelings of “fight or flight” 
Fixating on one item too long 


Blurred vision 


Exaggeration of consequences 


Feelings of frustration, anger | 


During test anxiety, the person’s thoughts and reactions are focused inward 
both physically and emotionally. The focus on the task to be done and the focus 
on the test itself have been replaced by combinations of reactions that are listed 
in the chart above. On page 232, “Direct Your Thoughts Outward” techniques 
were given for performing well on tests. When “test stress” starts to accelerate 
during the test, this technique of directing thoughts outward should be started 
immediately before the stress becomes excessive. Remember that during feel- 
ings of normal stress, you are still able to control your reactions and make deci- 
sions; therefore, one way to control test anxiety is to recognize when stress is 
building and take action! You can be better prepared to take action by taking the 
following two steps: 


Steps to Eliminate Test Anxiety 


1. Identify the source of your test anxiety. Different sources have different 


solutions. 
2. Identify and use anxiety-reducing strategies appropriate to the source of your 


anxiety. 


Test anxiety is a learned behavior. You are not born with test anxiety. Since test anx- 
iety is a learned behavior, it can be unlearned. The first step is to analyze the situa- 
tion and your feelings to identify where this behavior began or what triggered the 
anxiety in the first place. These are four common sources of test anxiety: 


Sources of 
Test Anxiety 
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1. Underpreparedness 
2. Past experiences 
3. Fear of failure 


4. Poor test-taking skills 


Underpreparedness Knowing that you are not prepared and knowing that 
you did not put enough time or effort into the learning process is often one 
source of test anxiety. Unfortunately, when you recognize that you really are not 


ready for a test and it is close to test time, the “solution” is to cram. However, - 


cramming may actually increase a person’s test anxiety by drawing attention to 
the amount of information that has not been understood or learned. The 
following student scenarios illustrate situations of test anxiety: 


@ Joe has not studied much for his communications class because he was “only 
taking it on a pass/no pass basis.” 


@ Mark has not had his reading or homework assignments done on time all 
term. Some of the reading may not even be done by the test day. 


@ Kim finds a lot of the information in the course confusing. She never was 
able to understand the book or the lectures. 


@ Lisa had some personal and work-related problems that disrupted her study 
schedule. She simply did not have the time or the energy to study as 
thoroughly as she usually does. 


@ Kyle knew what he could and should have done, but he did not follow 
through with the review work he needed. 


®@ Pat was slowed down by sickness and was not able to do much studying. 


The solution for test anxiety based on underpreparedness is obvious: Use 
the techniques presented throughout this textbook. Consistent, effective study 
strategies will make an enormous difference. You will be able to go into tests 
with some feelings of stress, but the stress level will be a motivator, not a 
hindrance. 


Past Experiences Some anxiety stems from past experiences that affected 
one’s belief system, self-esteem, and confidence. There’s the belief that what 
happened in the past will occur again in the present. Many belief systems are 
strong and firmly planted in one’s personality; for cases that are tied back to 
years of childhood experiences, traumas, abuse, or extreme emotional distress, 
the help of a certified counselor or therapist is highly recommended. 

As already mentioned, test anxiety is focused inward. It is not surprising, 
then, that our inner voice will begin its negative self-talk and remind us about 
past experiences. The following student situations may be similar to your own 
experiences. The statements in italics are typical kinds of negative self-talk that 
demonstrate false beliefs held by the students. 


@ The last time Ray took a test in one of his classes, he did not do very well even 
though he studied and thought he was ready. J just don’t know what this 


teacher wants. I just know the same thing will happen. I am not going to pass 
this test either. 


@ Jimmy has always had problems taking tests. He dreads getting back the 


results. J can't pass this even if I try. I’ve never been any good at taking tests. I 
hate them! 


™@ Kathryn had problems learning as a child. She was influenced by the 
negative comments made by her parents, teachers, and friends throughout 
her school years. She can still hear their words. You just aren't trying hard 
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enough. Why can't you be more motivated? You're just lazy, but I know you can 
do better if you try. 


@ Dale “suffers” from perfectionism. He has studied and he is ready, but he doesn’t 
believe that because there are more details that he doesn’t know to perfection. 
He takes great pride in getting the highest grade in the class. J wish there was 
more extra credit. I’m really going to need it. I knew I shouldn't have gone golfing 
on Saturday. It serves me right for not studying more. I know better. 


Test anxiety that is rooted in past experiences sometimes can be difficult to 
diminish because of the complexity and the dynamics of belief systems, estab- 
lished behaviors, and the power of emotions. For more severe test anxiety based 
on past experiences, the best strategy may be to work with a counselor, thera- 
pist, or psychologist to get to the root of the belief system and learn ways to alter 
your beliefs. For milder cases, techniques that you have learned such as affir- 
mations, positive self-talk, seeing success, and goal setting may be the key to 
changing your belief systems and attitudes about yourself and your ability to 
succeed on tests. Use of effective study strategies, working in study groups, 
using ample feedback, and successful completion of daily assignments will also 
build your confidence level and reduce your test-anxiety level. 


Fear of Failure Fear of failure is a third source of test anxiety. For a variety 
of possible reasons, over-emphasis is placed on the importance of one test. 
Following are a few of the characteristics related to the fear of failure: 


1. You may fear that someone else will be disappointed in you. Perhaps it is 
a family member, a personal friend, or an employer. You don’t want to 
let them down or embarrass yourself by reporting your grades or 
performance. 


2. You equate your grades to your level of self-worth or self-esteem. If you do 
well on a test, you are a “good person.” If you do poorly on a test, you are a 
“dumb person” or “no good.” With this fear of failure, the person fails to see 
that one test or one grade is only a measure of performance at that one 
moment in time and for that specific material. It is not a test of everything 
you learned or everything that you are. 


3. The test is given much greater value in your mind than it is worth in reality. 
You over-exaggerate the importance of the test to the point where the test 
“will determine everything: whether or not you pass the class, whether or 
not you can stay in school, whether or not you will ever be able to have the 
career you want, whether or not you will succeed in life.” Because you see 
so much riding on the test, you fear not doing well. It is true that some tests 
are of more value than others, but to keep the true perspective, refer to your 
course syllabus to be reminded of the actual value of one given test to your 
overall score. For most courses, there are a variety of opportunities during 
the term to earn a grade; the final grade may be calculated on several tests, 
quiz scores, lab projects, group projects, attendance, participation, papers, 
or extra credit. 


4. Fear of losing a scholarship, financial aid, athletic eligibility, insurance 
eligibility, and other benefits are closely tied to test anxiety based on fear of 
failure. These consequences are real and sometimes there are severe 
consequences to pay for not performing well. However, one test is not what 
put students in these predicaments. Remember, test anxiety is a learned 
behavior, and so are study methods. Students who are “down to the wire” 
and students whose academic performance will determine the continua- 
tion of sources of funding or eligibility for various programs are students 
who have established a variety of academic-related patterns over the course 


240 PART FIVE | Strengthening Your Test-Taking Skills 


of one term or more. If you are in this situation, using what is presented in 
this book is more important than ever! You need to make the decision to 
break the negative patterns, set goals, and make new commitments. In 
addition, close communication with school counselors, advisors, and 
teachers is essential to learn about possible options or procedures that can 
assist you with your situation. 


Poor Test-Taking Skills A student who is well prepared and who feels in 
control of the subject matter may still experience text anxiety. The source this 
time is lack of knowledge on how to take tests. Learning how to take tests is all 
the student needs to learn. (Test-taking strategies will be discussed in Chapters 
13 and 14.) The following situations demonstrate this source of test anxiety: 


B Adolpho has not been in school for fifteen years. He was never taught how to 
take tests. He studies effectively, knows the information, and can answer 
questions easily during class or during study groups. However, he does not 
perform well on tests. 


@ Cynthia does very well on essay tests. She is able to write extensively and is 
able to organize her thoughts effectively. She fails miserably on objective 
tests. True-false and multiple-choice questions are where she invariably 
loses the most points. 


@ Lee does well on the parts of the test that he completes. However, he never 
seems to finish a test. He almost always loses all the points for essay 
questions because he doesn’t have enough time to write the answers. 


® Daniel does well on objective-test questions, but he misses a lot of possible 
points on short answers and essays. He has not yet taken any college writing 
classes, and writing skills have always been weak for him. 


@ Chelsea does fairly well on paper-pencil tests. However, many of her classes 
require that tests be done in a computer lab. She has a lot of difficulty with 
computer tests and tends to easily get frustrated and distracted. 


Web-site links are available online. 


Computer Projects 


1. Explore some of the web sites above. Create a brochure or flyer for specific techniques that you 
feel would be valuable for you to use consistently. 


2. Predict test questions. Create a test that can be distributed to other students for practice work. 
3. Use your computer to create at least one kind of summary material for an upcoming test. 


SS SS rss sesh issn nhs: 


Group Web-Search Activity is available online. 


aa 


Case Studies are available online. 
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@e Exercise 12.6 LINKS 


You have already learned a variety of strategies from other chapters that can be used to reduce or elimi- 
nate test anxiety. Work in a small group to brainstorm as many different strategies as possible to reduce 
test anxiety according to its source. You may use your textbook. Use large chart paper to record your 
answers. Use the format shown below: 


Use Anxiety- 
Reducing Strategies 


EEO EO OLS TION EAT 


Source of Anxiety | Strategies and Solutions 


Underpreparedness 


Past Experiences 


Fear of Failure 


Poor Test-Taking Skills 


In addition to the strategies you identified in Exercise 12.6, many other strate- 
gies are available to help you unlearn test-anxiety behaviors. Take time to try 
using the strategies that relate specifically to your source of test anxiety. 


Self-Fulfilling Prophecy There is a saying, “What you see is what you get.” 
The self-fulfilling prophecy is based on a modification of that saying: “What 
you say is what you get.” If you find yourself involved in negative self-talk, 
remind yourself that your belief system may in fact affect the outcome. 
Consider what you will get when you say negative statements such as “I won't 
pass.” “Iam going to fail this test.” “Iam too dumb to do this.” The self-fulfilling 
prophecy can work for you by changing your sentences to positive sentences 
that focus on what you have achieved. For example, wouldn't you prefer to get 
what you say with the following saying? “I have been in every class. I have 
understood the work. I did well on homework assignments. I studied for this 
test. 1am ready! I will show what I know! Iam relaxed.” 


Seeing Success This is a visualization exercise that needs to be repeated 
several times a day for several days before the test day. “Seeing success” is a 
technique that was first introduced to you in Chapter 5 for shorter visual 
images. Seeing success may help alter the image you have about yourself and 
your abilities. The visual image can also be recalled right before the test or 
during the test if you start to feel excessive stress building. To do this, close your 
eyes and picture yourself going through the steps of test preparation. Make the 
pictures clear and believable. 


Internal Locus of Control The term locus of control refers to the location or 
place of control. An internal locus of control means that the individual feels 
he or she has the power to control circumstances. An external locus of control 
means that the individual relinquishes control and sees other people or other 
situations as having the power. Low self-esteem, low confidence in one’s 
abilities, and high levels of frustration blamed on what other people are doing 
to cause a person’s situation are results of an external locus of control. To 
reduce test anxiety, the locus of control needs to shift to the individual, to 
become an internal locus of control. A person who has an internal locus of 
control has self-confidence and perceives that he or she has the capability to 
perform well and to succeed. The central focus or source of power is in 
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accepting responsibility for events. Notice the difference in power between 
external and internal centers of control in the following chart: 


External Locus of Control Internal Locus of Control 
I didn’t do well because the teacher doesn't re negative attitude is affecting my work. 
like me. I wasn’t very prepared for this test. 


This test is totally unfair. 


I didn’t remember to study the charts. 


I couldn't study because of my children. I need to find more time to myself to study. 

All the questions were trick questions. I need to strengthen my test-taking skills. 

I failed the test because it was poorly written. I need to add more review time. 

The teacher doesn’t even take the time to try I need to improve my writing skills. 

to understand what I wrote. I didn’t know the answer to the essay question. 
The teacher didn’t understand my situation. I should join a study group. 


Systematic Desensitization Behavior research deals with understanding 
and changing people’s behavior. With some behaviors, such as test anxiety, 
strong feelings and reactions are associated with specific situations. For test 
anxiety, just the thought of a test can trigger feelings of anxiety. Systematic 
desensitization involves a series of exercises or activities designed to reduce 
the strong reaction to a specific thought or event. Seeing success is one type of 
systematic desensitization. Recalling a test in which you were well prepared 
and did perform well and then reliving the sequence of events in your mind is 
another form of desensitization. The fear-based thoughts are replaced with 
the positive thoughts as a way to desensitize your reaction to the word fest. 
Following are two additional ways systematic desensitization can be used. 


1. Make a list of specific situations or words that trigger your anxiety toward 
tests. Your goal is to change your perception of those words or situations. 
Visualize yourself reacting to them differently. Practice and repetition with 
this visualization are important. For example, you might hear a teacher say, 
“There will be a test on these chapters in one week.” If your initial reaction 
is nausea and tension, picture yourself hearing the teacher’s announcement 
again, only this time you react by saying to yourself, “Good. I have time to 
make a five-day plan.” By using this technique, you are substituting a 
negative reaction or behavior with a constructive, positive behavior. The 
constructive behavior now focuses on a plan and a self-talk script to repeat 
and practice. 


2. Systematic desensitization can be taken one step further. Predict and write 
out practice test questions. Act out taking the test with less stress. Decide 
on an appropriate amount of time for your self-made test. Work through 
the test in a way that is similar to the test-taking situation. If the classroom 
in which you will take the test is empty later in the day, go into the 
classroom to take your practice test. You want to create a belief system 
that you are able to take tests without all the emotional, reactionary 
responses involved. 


These new test-anxiety reducing techniques, plus the many techniques you 
have used throughout this course, will reduce your negative response to tests 
and improve your overall performance on tests. Knowing about the techniques 
is not enough; full responsibility and commitment to changing your test- 
anxiety behavior are essential. You can learn to take tests with only the normal 


Copyright © Houghton Mifflin Company. All rights reserved. 


Copyright © Houghton Mifflin Company. All rights reserved. 


Academic 
Preparation 


Emotional 
Preparation 


CHAPTER 12 Preparing for Tests 243 


levels of stress present, and you can perform well to demonstrate how much 
you really have learned. 

Test preparation involves academic and emotional preparation. The follow- 
ing chart summarizes some of the techniques that you have already learned that 
apply directly to being prepared for tests. If you have been using these tech- 
niques throughout the term, preparation for tests involves refining or honing 
your memory. If you have not been using some of these techniques, one excel- 
lent way to begin to prepare for future tests is to activate the knowledge that you 
have learned in these chapters. 


Make use of your learning modality preferences. Chapter 1 =| 
Use the Twelve Principles of Memory when you study. Chapter 2 
Schedule your study times throughout the term. Chapter 3 
Schedule ongoing review time each week. Chapter 3 __| 
Avoid procrastination by setting goals. Chapter 4 

Use goal-setting for your study blocks. Chapter 4 
Create a five-day plan prior to major tests. Chapter 4 
Create a physical stage conducive to studying. Chapter 5 

Use active reading and effective reading techniques. i Chapters anon 
Use highlighting and effective notetaking techniques. Chapters 9-11 
Use visualization to “see success.” Chapter 5 

Use positive self-talk and affirmations to boost confidence. | Chapter 5 
Learn to reduce or eliminate distractions. Chapter 5 
Learn to use relaxation techniques to calm your mind. Chapter 5 
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vey 
SN Exercise 12.7 Discussing Case Studies 


Work with a partner or in a small group. Read the following case studies; discuss 
possible test-preparation and test-taking strategies each student could begin to 
use to improve performance. 


1. Melanie: “I get so worked up the night before a test that Iam a total wreck by the time I get to school. 
My stomach is upset, my hands sweat, and I feel a total state of panic. I tried relaxing by watching a 
movie. I tried to get to bed early. I tried talking to a friend. Nothing seemed to help. Iam so exhausted 
before I have even taken the test.” 


2. Robert: “I get so nervous before the first test in a class. I don’t know if Iam studying the right infor- 
mation. I have no idea what kinds of questions will be used or what this teacher’s test will even look 
like. lam so afraid of not studying the right information, so I end up spending incredible amounts of 
time studying everything. I just don’t know what to expect.” 


3. Jane: “I really think I study effectively. I always feel like I know all the information that I need to know. 
It usually doesn’t take me long to finish a test. I go through all the questions, just the way they are pre- 
sented, and write what I really believe is the right answer. I usually leave the test feeling like I have 
done well. Then the surprise! I always seem to make a lot of careless mistakes. I don’t understand how 
I can miss questions on the tests when I know the answers.” 


4. Simon: “T often get called in to work at night, so my study time is really sporadic. For that reason, I 
decided to take this class for a pass/no-pass grade so I don’t need to study as much. I counted on the 
tests being true-false and multiple-choice. I just found out that this teacher doesn’t use those kinds of 
tests. All the test questions are short-answer or essays. Since I can’t bluff my way through those very 
well, lam going to have to do some serious reading and cramming for the test in two days. I don’t think 
I'll do very well. In fact, chances are pretty good that Iam going to fail. Maybe I should just drop the 
course all together so it doesn’t hurt my GPA. I kind of don’t want to though because I like the class. I 
haven't missed a class yet. I guess I better decide and then start making some changes.” 
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SUMMARY 


@ Many techniques that have been presented in 
previous chapters will help students be well 
prepared for tests and avoid the need to cram. 


@ To prepare for tests, students can make a five- 
day study plan that includes making summary 
notes. 


@ To prepare for tests, students should try to find 
out as much information as possible about the 
test, predict and write practice test questions, 
and participate in review sessions. 


@ When students predict test questions, they 
should practice using recognition, recall, and 
essay questions. 


@ Four “Smart Start” tips are to jot down 
reminder notes on your tests, listen to directions 
carefully, survey the test, and budget your time 
for the parts on the test. 


@ Other test-taking techniques include reading 
directions carefully, circling key words in direc- 
tions, ignoring other students in the class, 
changing answers when the change can be justi- 
fied, and spending the extra time at the end of a 
test rechecking answers. 


@ Shifting inward thoughts to outward thoughts 
and to the test can help performance and reduce 
test anxiety. 


@ The four levels of response for answering ques- 
tions are 


1. Immediate response 
2. Delayed response 

3. Assisted response 

4. Educated guessing 


@ Students should learn from tests when they are 
returned. Study strategies should be adjusted 
accordingly. 


@ Stress is normal; excessive stress is called anxi- 
ety. Anxiety produces both physical and emo- 
tional symptoms. 


@ There are four main sources of test anxiety: 


Underpreparedness 
Past experiences 
Fear of failure 

4. Poor test-taking skills 


ae ee 


@ There are many strategies to use to reduce test 
anxiety. Four new ones are self-fulfilling 
prophecy, seeing success (in a longer version), 
inner locus of control, and systematic desensiti- 
zation. 


@ Test anxiety is a learned behavior that can be 
unlearned. 


OPTIONS FOR PERSONALIZING CHAPTER 12 


1. PROFILE CHART—PERSONAL LOG Answer the following questions in your personal log. 


What score did you get on your Chapter 12 Profile? 
What are the most important changes you need to make in preparing for tests and taking tests? 


2. WORDS TO KNOW 


immediate response 
delayed response 
memory search 
assisted response 
educated guessing 
stress 

anxiety 


cramming 

five-day study plan 
summary notes 
objective questions 
recall questions 
Smart Start tips 

four levels of response 


Knowing the following vocabulary terms is important. 


test anxiety 

self-fulfilling prophecy 
seeing success 

internal locus of control 
external locus of control 
systematic desensitization 
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EXPAND THE CHAPTER MAPPING On your own paper or on page 223, expand the chapter map- 
ping by adding level-three information. Personalize your visual mapping by adding colors or pictures. 


. WRITING ASSIGNMENT 1 Discuss how you feel in general about tests and what the test scores 


mean to you. On what kind of tests do you usually perform better? What test-preparation or test- 
taking strategies in this chapter will be most useful for you? 


. WRITING ASSIGNMENT 2 __ Describe the differences between internal and external locuses of con- 


trol. Give examples of situations in which you were operating from an external locus of control. Then 
discuss ways you could shift that external locus of control to an internal locus of control. 


. PORTFOLIO DEVELOPMENT For your portfolio, prepare a detailed five-day plan to use prior to 


a major test or final exam. Discuss how much information you were able to gather about the kind of 
test that will be given. Prepare for the test by predicting test questions, writing practice test questions, 
and preparing a special set of summary notes. Include all of the above in your portfolio. 
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CHAPTER 


Learning to read and 
answer objective test 
questions (true-false, 
multiple-choice, and 
matching) is essential for 
college students. Do you 
have difficulties under- 
standing exactly what is 
being asked on tests? Do 
you treat each part of a 
multiple-choice question as 
a true-false question? Do 
you often miss points on 
matching questions 
because you get confused 
about which answers you 
already used? The 
strategies in this chapter 
provide you with step-by- 
step methods for 
answering objective 
questions and improving 
your test scores. A section 
is also included for 
educated guessing and 
taking computerized tests. 
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CHAPTER 13 Objective Test Profile 


DO, SCORE, and RECORD your profile before you read this chapter. If you 
need to review the process, refer to the complete directions given in the Profile 
for Chapter 1 on page 2. 


YES NO 


1. Lam able to answer true-false questions without making many mistakes. 


2. True-false questions are confusing for me because I don’t understand what 
they are asking. 


3. [have problems selecting the right answer on multiple-choice questions. 


4. Ihave a system for answering matching questions so that I don’t use an 
answer twice. 


5. I watch for modifiers in questions because they can affect the meaning of 
the question. (Modifiers include words such as no, never, some, few, always, 
often. ) 


6. I can tell when a question is testing a definition or a cause/effect 
relationship. 


7. [make too many careless mistakes on tests. 


8. I turn each part of a multiple-choice question into a true-false question 
before I answer. 


9. The first time I work through a test, I leave blank the answers that I don’t 
know and then return to them when I have time. 


10. use other parts of the test to help me find answers I don’t immediately 
know. 


11. [read both columns of items on a matching test before I even begin 
answering. 


12. If 1 see an unfamiliar term in a multiple-choice option, I usually choose 
that option because I feel I must have overlooked that term when I studied. 


Self-Awareness: Describe your general performance level and confi- 
dence level on objective tests that include true-false, multiple-choice, and 
matching questions. 
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Taking Objective Tests 
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NTRS 


Objective tests involve questions that are presented in the form of true-false, 
multiple-choice, or matching. Objective test questions are also called recogni- 
tion questions because you are basically required to recognize the correct 
answer from the choices that are given. Objective questions do require that you 
do memory searches to use associations and retrieval skills to relate the ques- 
tions to the information that you learned. Because the information is presented 
to you rather than requiring you to recall the information on your own from 
memory, objective questions are often considered the easiest to answer. Study 
the following chart to gain a greater understanding of the three kinds of objec- 
tive test questions. Notice that the four levels of responses can be used for each 


of the objective formats. 


Objective Questions 


Kind of Question General Format 


One statement is 
given. The statement 
is completely true or 
one or more parts of 
the statement make 
the complete 
statement false. 


True-False 


A statement is started 
with a stem and is 
followed by options. 
Usually only four 
options are given and 
only one option is 
correct. Multiple- 
choice questions can 
be done as four true- 
false questions. 


Multiple-Choice 


aes) ee es eee 


Key Elements 


negatives 
modifiers 
definition clues 
relationship clues 


Levels of Response 


immediate 
delayed 

assisted 

educated guessing 


stem 

options 
distractors 
negatives 
modifiers 
definition clues 
relationship clues 


immediate 
delayed 

assisted 

educated guessing 


Two columns of 
information need to 
be matched. The 
length of the columns 
does not need to be 
equal. Usually each 
item in the right 
column can be used 
only once. 


Matching 


left column 

right column 
word clues 
grammatical clues 


immediate 
delayed 

assisted 

educated guessing 
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rtd dach ld True-False wdchabetnl ach: 


OLS ANA AON 


True-false questions are one of the most basic forms of objective questions, for 
they take less time to read and can easily be scored by hand, by Scantron (the 
tests in which you fill in the numbered bubbles to indicate your answer), or by 
computer. Students sometimes feel that some true-false questions are “trick 
questions” mainly because they do not know how to read and interpret the 
questions correctly. The following guidelines can help you improve your per- 
formance on true-false tests: 


@ Read the statement carefully. If you tend to misread questions, point to each 
word as you read the statement. Circle key words used in the question. 


™ Be objective when you answer. Do not personalize the question by 
interpreting it according to what you do or how you feel. Instead, answer 
according to the information presented by the textbook author or your 
instructor in class. 


™ The statement must be completely true in order for you to mark it True. Check 
items in a series of items very carefully. Every item must be true in order to 
mark T. If any one part of the statement is inaccurate or false, you must mark 
the entire statement False. 


@ Do not take the time to add your reasoning or argument to the side of the 
question. Frequently, the only information that will be looked at is the T or F 
answer, so other notes, comments, or clarifications will be ignored during 
grading. 

@ If you are taking a true-false test using paper and pencil (instead of a 
Scantron or computerized version), make a strong distinction between the 
way you write a T and an F. Trying to camouflage your answer so it can be 
interpreted as a T or an F will backfire. Answers that cannot be clearly 
understood are marked as incorrect. 


In addition to the above guidelines, it is important that you pay close atten- 
tion to four key elements of true-false questions. Learning to identify these key 
elements will result in more careful reading of true-false questions and more 
accuracy in your choice of answers. 


Key Elements in True-False Questions 


1. Negatives in the form of words or prefixes 
2. Modifiers in the form of 100-percent modifiers and in-between modifiers 
3. Definition clues signaling the definition of a term is being tested 


4. Relationship clues signaling the relationship between two items is being 
tested 


Watch for Negatives As you read true-false questions, pay close attention to any negatives. 
fone EE ae Ae Negatives are words or prefixes in words that carry the meaning of “no” or 
“not.” Negatives do not mean that the sentence is going to be false. Instead, nega- 
tives affect the meaning of the sentence and require you to read and think care- 

fully. Watch for the following negatives in questions: 
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Negative Words Negative Prefixes 


no dis (disorganized) 
not im (imbalanced) 
but non (nonproductive) 
except il (illogical) 

in (incomplete) 

ir (irresponsible) 


un (unimportant) 


oe 


Sentences with negatives can be confusing and can leave you wondering 
what is really being asked. One method of working with statements that have 
a negative word or a negative prefix is to cover up the negative and read the 
sentence without it. If you are able to answer true or false to the statement 
without the negative, the correct answer for the statement with the negative will 
be the opposite answer. 


Modifiers are words that tell to what degree or frequency something occurs. 
There is a huge difference between saying that something always happens and 
saying that something sometimes or often happens. You must learn to pay close 
attention to these words to determine how often or how frequently something 
actually occurs. As you notice in the following list, there are other kinds of mod- 
ifiers, too. Words such as best or worst show the extremes and indicate that 
there is nothing that is greater or better. 

Modifiers can be shown on a scale. The 100-percent modifiers are on the 
extreme ends of the scale. They are the absolutes with nothing beyond them. 
The in-between modifiers are in the middle of the scale. They allow for more 
flexibility or variety because they indicate that a middle ground exists where sit- 
uations or conditions do not occur as absolutes (100 percent of the time). 


in between 
| modifiers | 
100% absolutes 100% absolutes 
| Modifiers 
100 Percent In Between 100 Percent 
all, every, only some, most, a few none 
always, absolutely sometimes, often, never 
usually, may, seldom, 

frequently 
everyone some people, few people, no one 
everybody most people nobody 
best average, better worst 
Any adjective that ends in Any adjective that ends least 
est, which means “the most” iner, which means fewest 
(largest) “more” (larger) 
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A test-writer must find ways to create false statements for true-false tests; one 


common way to develop false statements is by testing your understanding of 


the definition of a specific term. The following words, called definition clues, 
often signal that a question is evaluating your understanding of a definition: 


Definition Clues 
Clues that Signal Definitions Sentence Pattern Used 


defined as 
are/is 

states that 
referred to as 
are called 


Watch for 
Beletlonsine Clues 


SSS a SS ES 


also known as 


means definition 
which is \ <a 


involves 
Check carefully 


For definition questions, circle the clue words that signal definitions. 
Underline the key term that is being defined. Then, ask yourself, “What is the 
definition I learned for this word?” Once you can recall the definition you 
learned, compare it to the definition that is given. If your definition and the test 
question definition are the same, the statement is true. If there is a discrepancy, 
analyze the test question definition carefully because it may be saying the same 
thing but simply using different words. If the definitions are not the same, the 
answer will be false. 


Some true-false questions test whether a certain relationship exists. Relation- 
ships often show cause/effect—one item causes another item to occur. Become 
familiar with the following words for relationships. When you see these rela- 
tionship clues in true-false sentences, think carefully about the relationship 
being discussed before you decide whether the statement is true or false. 


Relationship Clues 
Clues that Signal Relationships Sentence Pattern Used 


increases 
produce 
reason 


affects 
because 
causes 


result 
since 


Subject 
so, so that A 


creates 
decreases Check carefully 
effect 


In relationship questions, circle the relationship clues. Underline the key 
terms that are involved in the relationship. Then, ask yourself, “What do I know 
about how these two terms are related or associated to each other?” Once you 
have a relationship idea in your mind and before you mark true or false, com- 
pare your idea with the one presented in the question. 
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SN Exercise 13.1 Careful Reading of True-False Questions 


Read the following true-false questions, which test information learned in previ- 
ous chapters. Pay close attention to items in a series; when you find negatives, 
definition and relationship clues, or modifiers, circle them. Write T for true and F 


for false. 


Se Fe = 


The three areas of life that need to be balanced are school, leisure, and studying. 


You can increase your speed in notetaking by paraphrasing, using abbreviations, and 
writing sentences that are not grammatically correct. 


The recall column in the Cornell system should have the headings, key words, study 
questions, and all the answers. 


The use of music, rhymes, and tunes is unacceptable as a learning strategy. 
Ongoing review is essential in the Cornell system but is optional in the SQ4R system. 
Anxiety is never based on irrational fears and old belief systems. 


Reciting is important because it utilizes the auditory channel and provides feedback for 
understanding. 


Spaced practice is preferred so that the student can usually avoid rote memory and 
cramming techniques. 


Too much information in the recall column of Cornell causes you to read instead of recite. 


The amount of time spent on social or leisure activities should always be more than the 
total hours for work. 


Concentration is defined as the ability to focus on two or more things at one time without 
being distracted. 


Time lines are graphic materials used to organize information chronologically. 
Schema is another term for the feedback loop. 
Everyone should always try to divide her or his “life’s pie” into three equal parts. 


It is always best and most productive to study late at night when there’s no one around to 
bother you. 


Always begin by studying your favorite subject first so that you can get motivated. 
Reading and speaking are active processes, but listening is an inactive process. 
Most people are a combination of global and linear learners and thinkers. 
Nonverbal, spatial, intuitive, and holistic are characteristics of right-mode thinking. 
All cultures place a high premium on the same good listening behaviors. 

A disorganized desk is not an external distractor. 

The process of selectivity is not used during the fourth step of SQ4R. 

Students should use every concentration technique during a study block. 


Cramming can frequently be avoided if ongoing review is used each week. 
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Test anxiety may stem from being underprepared or lacking test-taking skills. 
Semantic encoding is defined as the process of coding words for long-term memory. 


The Interference Theory of Forgetting states that information in short-term memory is 
confused because too much information enters the system too quickly. 


Increasing the amount of information in a schema often makes learning information on 
that subject easier to do. 


Spaced practice is preferred for studying because it encourages students to avoid 
marathon studying. 


Because test anxiety is a learned behavior, it can be unlearned through the use of 
strategies, practice, and willingness to change. 


Answering Multiple-Choice Questions 


Careful reading is also essential for answering multiple-choice questions cor- 
rectly. For multiple-choice questions, there are two parts to the question: the 
stem and the options. The stem is the beginning part of the statement. The 
options are the choices for the correct answer. Usually there are four options, 
and only one of the options is the correct answer. Your goal is to eliminate 
the options that are incorrect. These incorrect options are referred to as 
distractors. The following guidelines will help you BAe your perform- 
ance on multiple-choice questions: 


@ Read the directions carefully. Usually the directions say to choose one 
answer. However, variations of this do exist; you may find directions that say 
you may use more than one answer. If no mention is made about the number 
of answers to choose, always select only one. 


@ The directions often say to choose the best answer. One or more of the 
answers may be correct, but the answer that is the most inclusive (includes 
the most or the broadest information) is the best answer. 


@ Read all of the options before you select your answer. Some students stop as 
soon as they find a good answer. It is important to read all the options so you 
are sure you are finding the best option. 


@ Write your letter answer on the line. Some students make careless mistakes 
writing the correct answer on the line. If this is a tendency of yours, first 
circle the letter answer and then write the letter on the line. Using this 
method, you are able to quickly check that you wrote what you circled and 
what you believe is the correct answer. 


The following steps will guide you through the process of answering 
multiple-choice questions. Use each step before you write your final answer: 


Steps for Answering Multiple-Choice Questions 


1. Read the stem, finish the statement in your mind, and check to see if the 
answer is one of the options. 

2. Read the stem with each option as a true-false statement. 

3. Eliminate the distractors and select from the remaining options. 
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Finish the Stem The first step with a multiple-choice question is to read the stem and finish the 

TUTTI Stem in your mind. This helps you “get into the correct memory schema” and 
relate the rest of the question to something you already know. The answer that 
you get may or may not be one of the answers given as an option, but you will 
be thinking along the same channels. For practice, how would you complete 
each of the following stems in your mind? 


1. The principle of Big Picture-Little Pictures 


2. Expressive vocabulary refers to 


3. Howard Gardner's eighth intelligence is called 


Read as Four T-F When you read the stem of a multiple-choice question with just one of the 
Statements options, the result is a one-sentence statement that can be treated as a true-false 
statement. This process can continue until each of the options has been ana- 
lyzed as a true-false statement. The strategies you learned above for true-false 
statements will be used in exactly the same way for multiple-choice questions. 
Here is the process: 


RE RASA NON SA AU US 


1. Read the stem with the first option. 


2. If the statement is false, cross off the letter of that option. This is a distractor 
and will not be the correct answer. 


3. If the statement is true, it may be the correct answer. You won't know for 
sure until all the options have been read with the stem. If you would like, 
you may write a J at the end of all the options that make a true answer 
when they are added to the stem. 


Web-site links are available online. 


Computer Projects 
1. Use your computer to create true-false or multiple-choice questions for specific chapters in this 
text or for a final exam. 
2. Use a columns format to create matching questions for the final exam. 
3. Explore some of the sites on the web site. Create a brochure for objective test-taking strategies. 


Group Web-Search Activity is available online. 
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Case Studies are available online. 
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S Exercise 13.2 Answering Multiple-Choice Questions 


For each of the following questions, read the stem and answer the question in 
your own words. Look to see if your answer matches one of the options. Then 
make a true-false statement by reading the stem with each of the options. Write T 
or F at the end of each option. Cross off the false statements. Select the best 
answer from the remaining options. 


1. Maslow’s hierarchy of needs is a theory that explains 
a. people's needs. 
b. how people are motivated by their needs. 
c. why needs are sustained over time. 
d. universal behaviors that exist in all cultures. 


2. Mapping can be used to 
a. take lecture notes. 
b. take textbook notes. 
c. make review study tools. 
d. all of the above. 


3. Itis acceptable to 
a. put many key words in each cell of a comparison chart. 
b. write sideways on visual mappings if needed. 
c. put more than one event on a time line date. 
d. none of the above. 


4, When you visualize a mapping, you should 
a. try to see the’skeleton first. 
b. always be creative and make changes as you go. 
c. never stare at the paper for as long as five minutes. 
d. add new information that you forgot to put in the original mapping. 


5. When making a hierarchy of information from a chapter, level-two information 
a. should reflect only the chapter headings. 
b. should show all important terminology. 
c. should always include pictures. 
d. may include your own categories and chapter headings. 


6. Cramming 
a. is one of the most effective short-term memory piececolt strategies available. 
b. uses all the memory principles. 
c. processes large amounts of information efficiently. 
d. is not a technique used by prepared students. 


7. Anxiety refers to 
a. controlled stress. 
b. uncontrolled stress. 
c. anatural form of stress. 
d. motivational stress used to be productive. 


8. Test anxiety can be reduced by focusing on 
a. test-taking tasks and ignoring others. 
b. outward thoughts and actions. 
c. your strengths and accomplishments. 
d. all of the above. 


Copyright © Houghton Mifflin Company. All rights reserved. 


CHAPTER 13 Developing Strategies for Objective Tests 259 


9. The principle of Big Picture-Little Pictures 
a. encourages you to memorize individual facts and details. 
b. is based completely on rote memory. 
c. recommends that you process information only in clusters. 
d. recommends that you try to “see the trees” and “see the forest” when you study. 


10. Expressive vocabulary refers to understanding words 
a. that you read. 
b. well enough to use them when you speak. 
c. that you hear in conversations. 
d. well enough to use them to communicate verbally and in writing. 


Answering on Matching Tests 


Matching questions are based on paired associations. Paired associations are 
items that were linked together when you learned the information. For exam- 
ple, a word is linked or paired to its definition. When you think of the word, you 
associate it with the definition. When you think of the definition, you pair it 
with the word. Paired associations for matching may include: 


@ Words and their definitions 

@ People and what they did 

@ Dates and events 

@ Terms and their function or purpose 


HB Problems and their solutions 


When you are faced with matching questions on tests, you will see a list of 
words on the left and their paired association on the right. The key to answer- 
ing matching questions is to work through them in a systematic way. The fol- 
lowing steps will help you avoid confusion and perform better on tests that have 
matching questions: 


Four Steps for Working Through Matching Questions 


1. Read the directions carefully. 

2. Count the number of items in each list to see if the lists are equal. 
3. Begin by reading the column that has the shorter entries. 

4. Use the four levels of response to answer the questions. 


Read the Directions Begin by reading the directions carefully. Usually each item on the right can be 
used only once; if an item can be used more than once, the directions will prob- 


ably say so. 


TONS LOR ELEY MELEE OUP SC 


Count the number of items in the left column and then the number of items in 
the right column. If the lists contain an equal number of items, each item will 
be used once. Sometimes the list on the right is longer, indicating that some of 
the items will not be used. Extra items make matching questions a little more 
difficult because you cannot automatically match up whatever is left over. 


Count the items 
Pee eaten snr Quoi amis cs oAC CAME EO a cat ee 
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Copy 
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Read the 
Shortest List 
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Usually the column on the left will have the shortest entries. These may be 
words (terminology), names, dates, or events. Read these so that you are aware 
of the choices that are available. Also notice what types of pairing will be used. 
Are these people, events, dates, or vocabulary terms? Below, the list on the left 
has shorter entries; read this list first. 


1. intrinsicrewards a. a technique used to switch the time blocks of specific activities 


2. trading time 


3. motivation 


b. material items or activities used when goals are met 


c. a feeling, emotion, or desire that moves a person to take action 


4. extrinsicrewards_ d. feeling proud, relieved, or satisfied 


Use the Levels 
of Response 


Now that you are familiar with the items on the left, begin reading the first item 
on the right. Read the item carefully, and quickly search your memory for an 
association to that item. Look on the left to see if the associated word is on the 
list. For example, if the item on the right is a definition, search your memory for 
the vocabulary term. Then use the four levels of response: 


Immediate Response Immediate response can be used when you im- 
mediately know the answer. Once you see a definite match, write the letter on 
the line and cross off the letter you used so you do not reuse it again. If you do not 
immediately know the answer, move to delayed response. Do not guess or write 
any answer that you are not absolutely certain is correct. 


Delayed Response Delayed response is needed when you do not immediately 
know the answer. Try one or more of these techniques for identifying the 
answer: 


® Reread the item of information one more time, but read more slowly. If it 
helps, “mouth” what you read or read with a whisper. Circle key words. 


™ Do a memory search. Ask yourself what you remember about this 
information. What is it connected to? Where did you first learn it? Use 
associations to try to recall more about the item. Is there anything similar to 
this in the other column? 


™ Use word clues and grammar clues. Key words in the information may 
help you figure out where that item belongs. For example, if you see the word 
system, technique, or rule, you would narrow your focus by looking for 
choices in the shorter list that are dealing specifically with a system, a 
technique, or a rule. When you read and connect the item on the left with the 
item on the right, a meaningful “thought unit” or sentence should emerge. To 
find this meaningful connection, mentally chatter your way to the answer. 


If none of these techniques work, do not guess. If you are not able to iden- 
tify the correct answer after trying one or more of the above techniques, leave 
the answer space blank. Use some type of symbol, like a checkmark, in the left 
margin as a reminder that you need to return to this question later. Move on 


to the next item. Always work your way from the top down to the bottom of 
the list. 


Assisted Response Assisted response means that you will look for assistance 
from other parts of the test. Scan through the test to look for any of the key 
words used on either side of your matching list. Other parts of the test may have 
information that helps you recall associations or jogs your memory about the 
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information in the matching questions. Use the other test questions as a 
resource! If you cannot find any clues in other parts of the test, move to the last 
kind of response. 


Educated Guessing If you have exhausted the above techniques and still 
have not come up with the correct answer, educated guessing is usually re- 
commended. Some teachers will dock points for incorrect answers, but that is 
less common. You know if you put nothing on the line, it will be wrong; you 
might as well take the remaining items that couldn’t be matched and fill in any 
empty lines with any of those remaining letters. Then be sure to make a mental 
note of those items so you can check your book and notes right after class. 

The following example shows how a student tackled a matching section on 
a mid-term exam. Refer to the blue numbers below to follow the student’s 
thought process. 


Matching 


Match the items on the left to the items on the right. Write the letter of each 
answer on the line. Each item on the right may be used only one time. 


@) Read the shorter list. —y @) Start with “a.” Do only ones | know. 
h 1. circadian rhythms 4. creating a border for visualization 
2. motivation 4H, associating items together 
a 3. framing c. short-term memory and feedback 
loop 
j 4. affirmations 
d. feeling, emotion, or desire that 
f 5. chunking elicits an action 
6. sensory stimuli e. feedback 
b 7. linking £, breaking tasks into more manage- 
able units 
8. memory storage 


centers . procedural memory 


9. active memory paths . body’s natural patterns and rhythms 


10. result of self-quizzing long-term and short-term memory 


Se eS PE ee 


positive statements written in 
present tense 


k. rehearsal and retrieval 


l. words, sounds, pictures, tactile 
sensations 


———— 


6) | need to use helper words to try to connect the items 
| don’t know really well. Use delayed response. 

© | need to use the rest of the test to assist me to find 
more answers. Use assisted response. 

@ | need to fill in any remaining blanks with letters | didn’t 
use. | need to guess. 
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NN Exercise 13.3 Matching Problems and Solutions 


Name 


Date 


Read the problem on the left. Find the solution on the right. Write the letter of the 
solution on the line. You can use each answer only once. 


— 


pee 10; 


22 eee ee 


Sener. 


eee 1S. 


. [highlight too much. 
. I don’t know how to study from underlining. 


. When I read, I need to find a way to make 


important terminology stand out more clearly. 


. [have trouble finding the topic sentence. 


. [have problems finding definitions for 


key words in the book. 


. I don’t feel like I really understand how to 


use the textbook features very well. 


. Ineed a fast way to look up page numbers 


to find information in my book. 


. The teacher said to check our work with the 


answer keys in the book, but I can’t find any 
answer keys in my chapters. 


. [have trouble getting started when I havea 


reading assignment. I’m just not motivated to 
“dig right in” and do the serious reading. 


I go into “automatic pilot” every time I try to 
read pages in my textbook. 


I can't write fast enough to write down 
everything the teacher says in a lecture. 


When the teacher talks so slowly, my mind 
wanders to other things. 


My notes are a jumbled mess. All the 
information is all run together. 


. Circle the words that you need to be 


able to define. 


. Survey the book at the beginning of 


the term. 


. Use punctuation, word clues, word 


structure clues, and context clues. 


. Try to organize with headings and 


numbered details. Leave spaces 
between headings. 


. Only mark the main idea and the 


key words for details. 


. Read one paragraph at a time. Stop. 


Take time to comprehend what you 
read. 


. Use your own words to string 


together the ideas you marked. 


. Use the index. 


i. Survey the chapter first as a “warm- 


up” activity. 


j. Paraphrase with shortened 


sentences. Abbreviate. Use symbols. 


. Check the first and the last 


sentences to see if one has the main 
idea that controls the paragraph. 


. Keep writing, anticipate new points, 


question ideas, or mentally 
summarize. 


. Check the appendix of the book. 
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6 Exercise 13.4 LINKS 


Assume that you are told to study for a test in this class and that the test will consist mainly of matching 
questions. You are told to spend ample time studying the terminology for the course. Write your own prac- 
tice matching test. You may use any of the terminology discussed so far in this class. Remember to scram- 
ble the order of the definitions! 


1 a. 
fs b. 
Se c 
4 d. 
5. e 
6. f 
Fl &- 
8 h. 
o: i 
10. j- 
11. k. 
12. 1. 
13. m. 
14. n. 
15. oO 
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LR 


Chapter 12 discussed the four levels of responses for answering questions. In 
this chapter, you have already seen how the four levels of response, including 
educated guessing, were used for matching questions. Before we discuss edu- 
cated guessing, review the following information about the first three levels of 
response. 


Immediate Delayed Assisted Educated 


Response Response Response Guessing 


Immediate response is the first step and the goal of students who are pre- 
pared and have used effective study strategies throughout the term. If you read 
the question and do not immediately know the answer, move to the next level of 
response. 

Delayed response is the second level of response. This is the time to reread 
the question carefully and more slowly. Look for clues to help you; these may be 
word clues, grammar clues, items in a series, in-between and 100-percent mod- 
ifiers, negatives, or definition or relationship clues. Analyze or circle key words 
in the sentence and do a memory search. Try to “chatter your way” to the 
answer by talking through associations and answering questions you formulate 
in your mind. After this applied effort, if you still do not know the answer, leave 
the answer line blank and move to the next step. Do not spend too much time 
struggling with one question when there are many more questions on the test. 
To remind yourself that you left this question unmarked, put a checkmark or 
symbol in the left margin. 

Assisted response occurs when you scan through the rest of the test looking 
for reminders or clues that will help you answer a question. Sometimes similar 
information is included elsewhere in the test in a different test question format. 
Other times, when you reread one question and answer, it triggers the associa- 
tion needed to find the missing answer. As you work through the test the first 
time, sometimes you encounter information that helps you answer a question 
you had left unanswered. Assisted response involves a serious effort to make 
associations, link information together, and find correct answers. If you come 
up empty in your search for the answer or if you run out of time, your last resort 
is to use educated guessing. 

Educated guessing involves using specific strategies to improve your odds 
at guessing the correct answer. These strategies are not foolproof; they will not 
always lead to the correct answer. Do not rely on these strategies for good 
grades. Use them only when all other strategies have not produced the correct 
answer. 

The following chart shows ten educated guessing strategies for true-false 


and multiple-choice questions. Use these strategies only as a last resort when 
nothing else seems to work. 
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Ten Educated Guessing Strategies 


100-Percent 
Modifiers (False) 


in-between 
Modifiers (True) 


1. Guess false if there is a 100-percent modifier. 
. Guess true if there is an in-between modifier, 
. Guess false if there is a relationship clue. 
. Guess false if the statement is ridiculous, foolish, insulting, or has unfamiliar 
terms. 
5. Guess true, the wild-shot guess, if there are no other clues in a true-false question. 
6. If there are numbers as options, eliminate the highest and the lowest; guess one 
of the options that remain. 
7. If there are multiple-choice options that are almost identical (look alike), choose 
one of those two options. 
8. If one multiple-choice option is longer in length or more inclusive in content, 
choose it. 
9. If the last option is “all of the above” and this option is not used throughout the 
test, choose it. 
10. Guess c, the wild-shot guess, if there are no other clues in a multiple-choice 
question. 


Bw ND 


The 100-percent modifiers are the absolutes, meaning that they are the extremes 
and no exceptions are allowed. Few things happen or exist without exceptions, 
so the odds are in your favor that questions with 100-percent modifiers will be 
false. Guess false. (See page 253 to review the modifiers.) 

Notice how the 100-percent modifiers make the following statements false: 


ie 1. Attendance in college is required in every class. 
__F 2. ‘Always begin by studying your favorite subject first. 
___F_ 3.-~ Never use a tape recorder in class. 


When a multiple-choice option with a 100-percent modifier is added to the 
stem, a true-false question is created. The true-false guessing strategy for 100- 
percent modifiers is to guess false. Notice how this same strategy is used in the 
following example: 


1. The prefix intra- 
a. is never used in English words. 
b. always means “between.” 
c. means “within” or “inside of.” 
d. none of the above. 


a. The prefix intra- is@everused in English words. 
The prefix intra-@lways means “between.” 


if c. The prefix intra- means “within” or “inside of.” 


The in-between modifiers make room for exceptions or for the statement to 
sometimes apply and sometimes not apply. If you are using educated guessing, 
when you see an in-between modifier, guess true. Odds will be in your favor. 
Notice how the in-between modifiers make these examples true: 


T 1. Reviewing notes from a previous paragraph can sometimes be 
used to help understand a difficult paragraph. 


ay 2. Ina sole proprietorship, the person who owns the business is 
usually the one who also operates it. 
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Relationship Clues 
(False) 


Ridiculous, Foolish, 
insulting, 
Unfamiliar (False) 
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The same is true for multiple-choice since each option can be converted to a 
true-false statement when it is added to the stem. If more than one option is 
true, remember to then select the answer you believe is the best answer. 


1. Intrapersonal intelligence is an intelligence that 
a. always shows leadership and group charisma. 
b. often involves a special interest in personal growth and 
insights. 
c. seldom is combined with linguistic or interpersonal intelli- 
gence. 
d. is never taught in schools. 


Notice how option a and option d have 100-percent modifiers. If guessing 
strategies are used, these would be marked false. Both option b and option c 
have in-between modifiers. For a guessing strategy, guess one of these two 
options. However, before you purely guess, think it through more carefully. 
Option c is not accurate information; option b makes sense and is the correct 
answer. If you didn’t know this, by reducing the choices to two options, you 
have a fifty-fifty change of guessing correctly. (Needless to say, knowing the cor- 
rect answer is always preferred!) 


True-false questions often test your knowledge of facts; on a higher level, true- 
false questions can test your understanding of relationships. Two common 
kinds of relationships questioned on tests are cause/effect and explanation 
through reason. When you see one of the common relationship clues (because, 
since, so, cause, effect, or reason), first try immediate, delayed, and assisted 
responses. If you cannot figure out the answer, guess false. Why? These higher- 
level thinking skills questions can easily be written to show false relation- 
ships. Notice how the two parts of the following questions do not show a true 
relationship. 


___F 1. Lack of motivation is the reason unsuccessful students avoid 
using time management. 
F 2. Cramming is not recommended because it uses only eight of the 
twelve principles of memory. 


This same strategy can be used for multiple-choice questions. After each option 
below, you will see the true or false answer that would be used for that option. 


1. Systematic desensitization 


a. causes a person to react more mildly to criticism. (F) 
b. works because the immune system is strengthened. (F) 
c. should never be used to avoid undesirable situations. (F) 
d. helps a person change his or her negative reaction to 
specific events. (T) 


If you see statements that are meant to be humorous, ridiculous, or unreason- 
able, mark them false for true-false questions, and mark them as distractors in 
multiple-choice questions. If you have attended class regularly and have done 
all the reading assignments, if you encounter unfamiliar terms, odds are in your 
favor that the statement is false or it is a distractor in a multiple-choice ques- 
tion. Notice how this works in the following examples. 


Howard Gardner's multiple intelligences theory applies only to 
people with IQ’s over 175. (ridiculous) 
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(True) 
RATA WILLE EAA BA 


Eliminate the 
Highest and Lowest 
Numbers 
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__F 2. ~Howard Gardner's multiple intelligences theory added an 
eighth intelligence called psychic/intuitive. (unfamiliar terms) 


___F _ 3.._“‘Interpersonal intelligence is shown by those who party instead 
of study. (ridiculous) 


___d___ 4, When you don’t know the answer to a test question, you should 
try using the rest of the test to trigger your memory. (T) 

. try looking at another student’s answers. (ridiculous) (F) 
cry. (ridiculous) (F) 

. use delayed or assisted response before educated guessing. 


(T) 


a 5. Interpersonal intelligence is 
a. seen in people with social and leadership skills. (T) 
b. associated to immaturity. (ridiculous) (F) 
c. not a useful quality in school beyond the first grade. 
(silly) (F) 
d. a form of type B behavior. (unfamiliar term) (F) 


ae op 


If there are no modifiers to use and there is no relationship shown, you will 
need to take a wild-shot guess. If you run out of time on a test and simply must 
guess, guess true. There is a logical reason for this. When teachers write tests, 
they usually prefer to leave the correct, accurate information in your mind. 
They know that you are likely to remember what you read. Therefore, they tend 
to write more true statements than false statements. 


When the options are numbers, chances are better that the correct answer is 
one of the numbers in the middle range. Therefore, treat the highest and the 
lowest numbers as distractors. That leaves you with two options. Try to reason 
through to make the better choice. If any one of the other guessing strategies 
apply (such as choose c), incorporate that strategy as well to choose your 
answer. 


1. Anaverage rate of thinking speed is 
a. 800 words per minute. (Eliminate the highest.) 
b. 600 words per minute. |Choose between these 
c. 400 words per minute. [two options. 
d. 200 words per minute. (Eliminate the lowest.) 


Some questions have two options that look almost the same. Perhaps only one 
or two words are different. Chances are good that the correct answer is one of 
these two. Eliminate the other options and focus on these two look-alikes. 
Carefully think through and associate the information with what you have 
learned. If you can’t decide, choose either one. 


1. Compared to the left hemisphere of the brain, the right hemi- 
sphere of the brain 
a. understands spoken language better. 
b. has better logical abilities. 
c. perceives words better. 
d. perceives emotions better. 


Focus onc and d because they are look-alikes. Now try to reason your way 
through this. You have already eliminated a, which deals with language. 
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Because c also relates to language, it, too, must be incorrect. This leaves you 
with d as the correct answer, which it is. (Notice in this case how the guessing 
strategy to use c does not work—there are no guarantees!) 


This guessing strategy is based on two premises. First, sometimes more words 
are needed to give complete information to make a correct answer. Second, an 
answer that covers a wider range of possibilities is more likely correct. 

You can begin by looking at the length of the answer. If one option is much 
longer than the others, choose it. Also look at the content of the answers. 
Sometimes two or three answers may be correct to some degree, but one 
answer contains more information or a broader idea. This answer is the most 
inclusive. Notice how the most inclusive answer in the following is the best 
answer. 


1. Test anxiety can be reduced by focusing on 
a. yourself and ignoring others. 
b. outward thoughts and actions. 
c. your strengths and accomplishments. 
d. the four strategies to reduce test anxiety. 


All of the answers are correct to some degree. However, d is the longest and 
includes a wider range of information. The answers a, b, and c fit under the 
information given in d. 


If you know for sure that two options are correct, but you are not sure about the 
third option and the fourth option is “all of the above,” choose it. This is a safe 
guess since you can choose only one answer and you know that two are correct. 
If you do not know for certain that two are correct, and you have tried each 
option in a true-false form and don’t know the answer, go ahead and choose “all 
of the above.” This strategy is not a very reliable one, especially if “all of the 
above” is used throughout the test. Be sure to check out all other possibilities 
before you decide to use this strategy. 


1. Cramming is 
a. the result of being underprepared. 
b. a frantic attempt to learn a lot of information in a short 
amount of time. 
c. a method that does not use very many memory principles. 


d. all of the above. 


Your first reaction might be to choose b because it is the longest answer. 
However, if you know that at least two of the choices are correct, your only 
choice then is to choose d, which is correct. 


Many teachers favor the c answer for the correct answer. If you try writing some 
of your own multiple-choice questions, you may find that you too tend to put 
more correct answers in the c position than in any other position. Here are a few 
explanations for why c is the most common answer: 


@ Ais not used as often because many students would stop reading the questions 
and stop thinking about the answer if the correct answer was given first. 
@ B is not used as often for the same reason that A is not. 


@ Cseems to hide the answer best and force the reader to read through more of 
the options. 


@ D seems to be too visible because it is on the last line. 
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SN EXeRcIse 13.5 Having Fun with Educated Guessing 


This exercise has test questions on topics that may not be familiar to you. 
However, if you apply the educated guessing strategies to answer these questions, 
you will be correct. Work with a partner and discuss your answers. 


1. 


15. 


16. 
17. 


18. 


19. 


20. 


In 1913, President Woodrow Wilson believed that concentrated economic power 
threatened individual liberty and the monopolies had to be broken up to open up the 
marketplace. 


All matter exists in only one of three physical forms: solid, liquid, or gas. 
The liquid form of a given material is always less dense than the solid form. 


Prolonged overuse of alcohol can result in life-threatening liver damage, vitamin defi- 
ciencies that can lead to irreversible brain disorder, and a host of other ailments. 


Rome's early wars often gave plebeians the power to demand that their rights be recog- 
nized, but their demands were seldom met. 


Because monasteries believed in isolation, they never conducted schools for local people. 
In 1013, the Danish ruler Swen Forkbeard invaded England. 


The only objective of medieval agriculture was to produce more cattle for meat and dairy 
products. 


Historians have determined for certain that the bubonic plague originated in southern 
Russia and was carried to Europe by traveling soldiers. 


Economic growth was rapid during the Italian Renaissance. 


The first movies, which began in the late 1880s, were slot-machine peep shows in penny 
arcades. 


The Warren Court in 1962 declared that schools would always have the right to require 
prayers in public schools, but students had the right to refrain from praying. 


The world’s population has more than doubled since 1950. 


The behavioral theory suggests that people learn to use alcohol because they want to 
become more sensitive to others. 


Alcoholic parents, hyperactivity, and antisocial behavior in childhood are reasonably good 
predictors of alcoholism in adults. 


The Dow Jones Industrial Average, established in 1897, is a stock index still in use today. 


The Standard & Poor’s 500 Stock Index and the New York Stock Exchange Index never 
include more stocks than the Dow Jones averages. 


The Securities and Exchange Commission (SEC) was created in 1934 because stock- 
brokers wanted access to a compiled list of all trading. 


The Abolitionist newspapers frequently attacked the Fugitive Slave Act as a violation of 
fundamental American rights. 


In the 1970s, unemployment was high due mainly to the oil embargo. 
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Use the educated guessing strategies for the following multiple-choice questions. 
Remember to convert each option into a true-false question before you select the 
best answer. 


1. Aresponse pattern known as cynical hostility 
a. is linked to coronary heart disease and heart attacks. 
b. develops in childhood years. 
c. is characterized by resentment, frequent anger, and distrust. 
d. all of the above. 


2. Signs of post-traumatic stress disorder are 
a. never being able to sleep. 
b. shown ina frequency histogram. 
c. poor concentration, anxiety, and nervousness. 
d. apparent at the time of the trauma. 


3. The domestication of plants and animals began around 


a. 7000 B.c. 
b. 4000 B.c. 
CanAeDalZOO! 
d. 9000 B.c. 


4. The mental shortcuts called heuristics are 
a. informal reasoning based on which events or hypotheses are likely. 
b. informal reasoning based solely on using a given algorithm. 
c. formal reasoning based on the use of an algorithm and logic. 
d. required in at least one stage of every scientific model. 


5. Witha balloon automobile loan, the 
a. buyer feels stupid when the balloon payment is due. 
b. buyer must sell the car back to the lender at the end of the loan. 


c. first six monthly payments are large but later payments are reduced. 


d. monthly payments are lower but the final payment is much greater. 


6. Reinforcement theory is 
a. based on giving rewards for behavior you want repeated. 
b. based on forcing issues. 
c. never to be used by effective managers. 
d. the very best training to use for infants. 


7. In business, the agency shop 
a. never charges dues. 
b. charges annual fees of $10 or less. 
c. requires employees to pay dues even if they don’t join. 
d. requires employees to always be union members. 


8. Volcanic mountains are formed from 
a. cinder piles and ash. 
b. cinder piles, lava rock, ash, and shields of magma. 
c. erosion. 
d. sandstone and shale. 
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9. Consumer spending reports have shown that ______ percent of American’s disposable 
income in 1994 was spent on food. 
avo 
b. 9 
Comb 
d. 28 


10. World population estimates show the population in the year 2000 will be at least 
a. nine hundred million. 
b. twenty-three billion. 
c. six billion. 
d. ten billion. 


Taking Computerized Tests 


Computerized tests usually consist of multiple-choice questions. Frequently, 
computerized tests are based on test banks that are provided by the textbook 
publisher. Some of the test banks randomly assign test questions that will be 
different for each student or different each time the test is taken. Students 
encounter problems with the randomly assigned test questions because the 
questions given are testing content from the book, and sometimes the con- 
tent was not covered in class. In addition, there is not always equity from one 
student to another. One student may by chance be given more difficult ques- 
tions while another student is given relatively easy questions. Some of the 
computerized test-bank programs allow the instructor to tag the questions to 
be used so the questions reflect more of the course content that was dis- 
cussed in class. 

Computerized tests are marketed for teacher convenience and speed in 
grading, which are seen by some teachers as important when class sizes or 
workloads are high. Students do get immediate feedback as to whether or not 
their answers are correct. The methodology used assumes that students will 
take the time to learn from their mistakes. Some students prefer computerized 
tests because time limits are less rigid than taking tests in the classroom. Since 
they are in control of the pace, they feel less stress. 

Several disadvantages also exist for computerized testing. The immediate 
feedback can be rewarding when the answers are correct, but emotional stress 
and frustration levels may increase and self-confidence may decrease when 
negative feedback flashes on the screen that an answer is wrong. A second dis- 
advantage is that most computerized programs do not let you go back to change 
answers or go back to look at previous questions. Therefore, the strategy of 
using assisted response is eliminated. A final disadvantage is that you do not get 
a paper copy of the test so you can study the information you missed and learn 
from the test. You do not have the tests to use as part of the review process for 
later tests or the final exam. 

If you have the option of taking paper-pencil tests instead of computerized 
tests, you may want to try a computerized test to see how you respond and per- 
form. Once you have had a few experiences with computerized tests, you will be 
in a better situation to decide which format you prefer. Be prepared, however, 
for the fact that sometimes you do not have the option of deciding whether or 
not to take a test on paper or on a computer. 

When you are assigned the task of taking a computerized test, allow your- 
self ample time to take the test. Avoid going into the lab when you are rushed. 
For some students, the careful thought that is needed for computerized tests 
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requires more time than regular tests. Select a time of the day when you are feel- 
ing mentally sharp, alert, and ready for applying your concentrated effort. 
In addition to these general suggestions, the following strategies will help you 
perform more effectively on computerized tests: 


Strategies for Taking Computerized Tests 


Read the Directions 


Use the Multiplie- 
Choice Strategies 


Study the Question 
After an Incorrect 
Answer 


Use Stress- 
Reducing and 
Concentration 
Strategies 


SAAT SS AR 


1. Read the directions carefully so you understand the program and how to 
respond. 

2. Use the multiple-choice test taking strategies previously discussed in this 
chapter. 

3. If you give an incorrect answer, study the question before you move on. 

. Use strategies to stay relaxed, positive, and focused. 

5. Explore options that may be available to you after you have taken the test. 


HS 


Computerized programs vary, so it is very important to read the directions care- 
fully. Learn the basic options or commands that are available for the program 
you will be using. Frequently asked questions are: How do I log on? Is there a 
time limit? How do I delete an answer before entering my choice? Can more 
than one answer be correct? May I have a blank paper with me to work out 
problems or jot down ideas as I think? Is there a way to see all the questions 
before I start answering? Is a screen reader program with voice (and earphones) 
available for this program? Is there a practice test I can do first? May I take the 
test a second time? 


Use the same multiple-choice strategies that were presented earlier in this 
chapter. Read the stem and try to complete the stem with your own words. Look 
to see if one of the options matches your words. Then read the stem with each 
option and convert each option into a true-false question. Eliminate any of the 
options that would be false. Remember that you are doing this with your eyes. 
Pay close attention to key words, modifiers, negatives, and relationship and def- 
inition clues. Once you have decided on an option, reread the question with 
your option one more time. This is important because you do not usually have 
the opportunity to return to change your answer. 


If you answer incorrectly and the screen tells you that you have made a mistake, 
avoid the tendency to get away from that question and to move quickly to the 
next question. If the test questions are given randomly, it is possible that a 
future question on the same material may be given. Take time to reread the 
question and understand your error. If the question gives the correct answer, 
learn the information with that answer. The information may also help you 
later with another closely related question. Taking the time to learn from the 
question helps to keep your mind focused on the material and reduce the ten- 
dency to move to the next question too hastily and with a negative attitude. 


If you find yourself tensing up, feeling discouraged, impatient, angry, or irri- 
tated, stop for a few short minutes to do a relaxation technique. Breathe by 
threes, use the relaxation mask, or give yourself some positive self-talk. Stretch 
your arms, roll your head around, shake out your hands, roll your shoulders 
around, or even stand up for a minute to reduce the building stress. If you are 
finding yourself losing concentration, try to identify the distractors. Use any of 
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the concentration strategies to get your mind on track and back to the task at 
hand. If the location of your computer station is a distractor, remember the next 
time to select a computer that is removed from the steady flow of traffic. Your 
goal is to work as much as possible with the relaxed, “Ahhhhh’” state of mind. 


If you are uncomfortable taking computerized tests or find computerized tests 
a difficult format to use to perform well, communicate your concerns with your 
instructor. Perhaps he or she will be able to provide you with additional sugges- 
tions for effectively taking computerized tests. The following are other options 
you may want to explore. After all, it never hurts to ask. 


1. Ask the lab assistant if a hard copy (printed copy) of the test questions can 
be made available while you take the test. Explain that sometimes you find 
it helpful to be able to write on the test, circle words, and see all the 
questions as you work. 


2. Ask your instructor if tests can be taken a second time. If you can, ask if you 
may take notes during the first test. 


3. Ask your instructor or the lab assistant if you may have a hard copy of the 
test questions so you can study and learn from the errors. 


4. Try to remember questions that puzzled you or that you didn’t think were 
discussed much in class. Talk to your instructor about these questions. 


5. Ask if there are other options available instead of taking the computerized 
tests. Could essays or short answers be done on paper instead? Could a 
project or portfolio assignment be used in lieu of a computerized test? 


Computerized tests will likely become more interactive and more sophisti- 
cated as technology advances. Learning to be comfortable working on a com- 
puter is essential. Learning to take computerized tests may also be essential if 
the trend to assess student performance continues in the direction of comput- 
erized testing. Be an active learner by asking lab assistants, instructors, and 
other students for additional strategies that can help you with computerized 
tests for specific classes. You may end up being a member of the group of stu- 
dents who prefer computerized testing! 
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SUMMARY 


@ Recognition questions, also called objective 
questions, include true-false, multiple-choice, 
and matching. 


@ Words used in objective questions must be read 
more carefully: 


1. Definition clues 

2. Negatives 

3. 100-percent and in-between modifiers 
4. Relationship clues 


® Both the stem and all the options in a multiple- 
choice question should be read as true-false 
statements before they are answered. 


@ A three-step strategy can enable you to answer 
multiple-choice questions. 


@ Objective questions utilize the steps of immedi- 


ate response, delayed response, assisted 
response, and educated guessing. 


@ A four-step approach is recommended when you 
are answering matching questions. 


@ Some strategies can be used to increase your 
odds at guessing on true-false and multiple- 
choice questions. 


H Do not become falsely confident because you 
know educated guessing strategies; the best 
approach is to be prepared and learn as much 
information as possible so that you do not need 
educated guessing on a regular basis. 


@ Special strategies can be used to increase your 
performance on computerized tests. 


OPTIONS FOR PERSONALIZING CHAPTER 13 


. WRITING ASSIGNMENT 1 


. PROFILE CHART—PERSONAL LOG Answer the following questions in your personal log. 
What score did you have on the Chapter 13 Profile? 


Which of the three kinds of objective question formats do you prefer? Why? Which do you tend to 
have more difficulties using? Why? 


What strategies did you learn in the chapter that will help you perform better on objective tests? 


. WORDS TO KNOW Knowing the following vocabulary terms is important. 


definition clues 
relationship clues 


objective tests 
memory searches 


four levels of response 
word clues 


negatives stem grammar clues 
modifiers options wild-shot guess 
100-percent modifiers distractors 


in-between modifiers paired associations 


. EXPAND THE CHAPTER VISUAL MAPPING Add level-three details on the Chapter 13 visual 


mapping. You may expand the mapping in your book or on your own paper. For additional practice, 
convert the visual mapping into a summary written in paragraph form. 


Teachers many times have preferences for certain kinds of tests. 
Discuss the kinds of tests that you have experienced in each of your classes. What is each teacher’s 
style of testing? 


. WRITING ASSIGNMENT 2 Chapter 12 discussed four different sources of test anxiety. Summarize 


each of those sources and then discuss how the information in this chapter can reduce test anxiety. 


- PORTFOLIO DEVELOPMENT Create a chart that shows all of your classes this term, the test 


grades you have received, and the types of tests that were used. Then select any three tests that have 
been graded and returned to you. “Analyze” your errors. Report on the kinds of errors you have made 
and the test-taking skills you have now learned that can correct each type of error. 
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Fill-in-the 
Blanks 
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Recall 
Questions 


Developing 
Strategies for 
Recall and Essay 
Tests 


Essay 
Questions 


Preparing 
for 
Essay Tests 


Understanding 
Direction 
Words 


Strategies 


CHAPTER 


Recall and essay questions 
require students to 
retrieve information from 
memory, apply it, and 
express the answer in well- 
written sentences, 
paragraphs, or essays. Do 
you sometimes feel that 
you know the information 
but that you just can't 
seem to get it written on 
paper? Does your written 
response not really answer 
the question? Do you have 
difficulties organizing your 
ideas clearly? Do you run 
out of time and leave 
essay questions 
unfinished? This chapter 
provides you with valuable 
strategies for answering 
fill-in-the-blank, listings, 
definition, short-answer, 
and essay questions. 
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CHAPTER 14 Recall and Essay Profile — 


Name 


Date 


DO, SCORE, and RECORD your profile before you read this chapter. If you 
need to review the process, refer to the complete directions given in the Profile 


for 


1. 


i: 


Chapter | on page 2. 


. Igo blank when I have to come up with exact words to fill in the blanks of 


sentences. 


. Open-ended questions that have many possible answers are difficult for 


me to answer. 


. When I am asked to define a word, my definition is usually one sentence 


long. 


. Imake a quick outline, mapping, or plan before I begin writing an essay 


answel. 


. Tunderstand the different answers needed for questions that require me to 


define, explain, discuss, or compare. 


. Loften lose points on essays because I don’t include enough details. 
. Loften get off track and don’t answer the question that is being asked. 


. If have to list specific details, I usually am not able to remember all the 


items in the list. 


. Loften try to “bluff’ my way through essays because I don’t know how to 


write them or because I don’t know the information. 


. When there is time during a test, I proofread my answers. 


I use my course syllabus and class notes to predict themes that might be 
used in essay questions. 


As I prepare for essay tests, I create special summary sheets for major 
categories, trends, patterns, or relationships. 


Self-Awareneéss: What are some of the most common problems you 
encounter on tests that require you to retrieve information from your memory? 
What are common problems on tests that require essay answers? 


VES 


NO 
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Recall Questions | 


Fill-in-the-Blank 
Questions 
a a Sc cai ie Le 


Strategies for Fill-in-the-Blank Questions 


“2, Use immediate response. 


The four most common types of recall questions are fill-in-the-blank ques- 
tions, listing questions, definitions, and short answers. Elaborative rehearsal, 
thorough learning, and efficient long-term memory retrieval techniques are 
essential for answering such questions. No educated guessing strategies are 
available for these questions; however, you can learn to answer recall questions 
more effectively by using the following strategies. 


A fill-in-the-blank question is a sentence with one or more words missing. You 
must read the sentence carefully and decide which key words will complete the 
sentence correctly. If you know a test will have fill-in-the-blank questions, you 
can predict that the majority of the answers will relate to terminology. The fol- 
lowing strategies provide you with methods for studying and completing this 
kind of recall question. 


1, Study from the back of your flash cards. y 


3. Use delayed response, search your memory 
ae Use assisted response by skimming the rest 
D ‘Substitute a related synonym Or phrase. 


Study from the Back of Your Flash Cards Many fill-in-the-blank questions 
are based on key vocabulary terms. Spend extra time studying from the back of 
your flash cards so that you can readily recall the terms on the front. If you are 
studying from vocabulary sheets, cover up the left column. Read the definitions 
and practice reciting and spelling the terms in the left column. Your flash cards 
or vocabulary sheets should include all the key terms in the chapter and other 
terms given in lectures. 


Use Immediate Response If you created, recited, and reviewed vocabulary 
cards or vocabulary sheets using the method just described, you can often get 
an immediate response. The following points are important to remember 
when you fill in the blanks: 


@ Unless the directions say otherwise, place only one word on each blank line. 

@ The length of the line is not an automatic clue to the length of the word that 
will fit on the line. 

@ The completed sentence should make sense and be grammatically correct. 

@ Blanks that are separated with commas indicate a series of items. 


@ Several blank lines without commas between them indicate that you will be 
completing a phrase with a specific number of words. 


Use Delayed Response _ To use delayed response, search your memory for 
the general category or topic related to the information in the sentence. Once 
you identify the category, search your memory for the details. Try to recall a 
specific chapter, a specific visual mapping, a study tool, or a mnemonic you 
rehearsed for the category. Then ask yourself questions, such as What is ... 
What do we call... Whereis... When... Who... ? “Talk” your way to the 


answer. 
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This memory search, or process of thinking back and connecting to infor- 
mation learned, needs to be done quickly. If you have difficulty identifying the 
category, recalling the study tool used, or answering the questions you formu- 
late, delay your response. Do not spend too much time on one question. If you 
need to leave the question blank, put a checkmark next to the question so you 
remember to come back to it later. Move on to the next question. 


Use Assisted Response After you have answered all the questions you can on 
the test, return to the unanswered ones and apply assisted response. Since fill- 
in-the-blank questions are usually key vocabulary terms, use the rest of the test 
to look for the terms or their categories. For example, if you know the term 
belongs to the category “test anxiety,” skim through the test looking for other 
questions about test anxiety. Sometimes you will find the word or an item on 
the test that will trigger an association to the missing word. 


Substitute a Synonym or Related Phrase You may be able to pick up partial 
points by writing something in the blank even though you know it is not the 
correct term. Try one of the following possibilities: 


@ Use a synonym (a word with a similar meaning) or a substitute word. You 
may not get full points for your answer, but you may be given partial credit. 


® If necessary, write a short phrase. Some teachers (not all) will recognize your 
effort. 


Filling in the blank using synonyms, substitutions, or phrases does show an 
effort on your part. Realize, however, that you may put effort into using this 
approach but that your answer may still be marked wrong because the exact 
answer was needed. Make a mental note to find the correct answers after the test. 
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SS EXERCISE 14.1 Filling in the Blanks 


Work with a partner. Read the following questions carefully. They are all review 
questions based on key terms from previous chapters. First try an immediate 
response; then try a delayed response by doing a memory search and posing a 
question. 


1. 


13. 


14. 


i>: 


. The beginning part of a multiple-choice question is called the 


. Maslow’s highest level of needs in his hierarchy is called 


. Excessive stress is called 


The technique is a concentration technique for 
letting other people know that you do not want to be disturbed. 


time consists of a few hours each week added to your time-management 
schedule to allow for any extra study time beyond your regular study blocks. 
. Howard Gardner's intelligence refers to a person’s ability to work coopera- 


tively, understand people, and demonstrate leadership skills. 


. The second step of the Cornell system uses the memory principle of selectivity when information is 
selected to put in the column. 
. The memory principle of is used when two items are linked together in 


memory so one can trigger the recall of the other. 


are units of meaning that are added to the endings of words. 


are clusters of related information that are imprinted in long-term 


memory. 


are number words such as first, second, and third. 


vocabulary refers to words you understand when you read them or when 


you hear them. 


The process of understanding your memory system and knowing how to select appropriate strategies 


for different kinds of learning tasks is called 


An is a “memory trick strategy” that involves making up a word by using 
the first letters of each of the key words that need to be remembered. 
A describes a person who is a “right-brain 


dominant person” who tends to be intuitive, creative, and visual. 
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Listing questions require you to recall a specific number of ideas, steps, or vocab- 
ulary words. The answers are usually key words; full sentences are not generally 
required. Listing questions often begin with the direction word list or name. Using 
the following strategies will improve your performance on listing questions: 


Strategies for Listing Questions 


Ooo WO 


1. Predict listing questions hen you study. 

2. Underline key words and determine whether the question is closed or open- 
ended. : 

. Use immediate response. 

. Use delayed response; do a eee search and ask questions. 

. Use assisted response. 

. Substitute a related synonym or phrase. _ 


Predict Listing Questions When You Study Youcan predict listing questions 
as you read, take notes, and create study tools by recognizing or anticipating 
possible items for listing questions. Lists to study can be found: 

® On vocabulary category cards (see Chapter 8, page 147) 

@ In questions created for headings in the SQ4R system 

@ In Cornell recall columns 

@ In chapter objectives and introductions 

@ In level-one and level-two information in mappings or hierarchies 

@ In paragraphs that use ordinals (number words) 


@ In marginal notes written in your textbooks 


Underline Key Words and Determine Whether the Question Is Closed or 
Open-ended By underlining the key words in the question, you will be able to 
focus specifically on the information being asked. Notice how the underlining 
in the following question helps you focus: 


1. Lining up the Cornell columns is one reflect activity you can do during the 
fourth step of the Cornell notetaking system. List five other study tools that 
you can make during the reflect step to reinforce the learning process. 


Now decide if the question has specific answers or if there are a variety of pos- 
sible answers. Closed questions require very specific answers and often the 
answers must be in a specific order. Open-ended questions can have many 
possible answers. You can pull related ideas and information from throughout 
the term to develop your answer for an open-ended question. The above ques- 
tion about study tools during the reflect step of Cornell is an open-ended ques- 
tion. Any five of the following answers would be correct: visual mappings, 
cartoon/pictures, acronyms, time lines, study tapes, written summaries, pre- 
dicted test questions, vocabulary flash cards, or hierarchies. 


Notice the difference between closed questions and open-ended questions 
in these examples: 


These are closed questions: 


1. List the five R’s of the Cornell notetaking system in the order in which they 
occur. 


Copyright © Houghton Mifflin Company. All rights reserved. 


Copyright © Houghton Mifflin Company. All rights reserved. 


CHAPTER 14 Developing Strategies for Recall and Essay Tests 283 


2. What are the steps for the SQ4R textbook reading system? 


3. Name the four levels of response that can be used for answering test 
questions. 


4. List the four steps, in order, for writing effective performance goals. 


These are open-ended questions: 
1. List at least five strategies that can be used to reduce test anxiety. 
2. List six concentration strategies to reduce external distractors. 
3. List five traits of good, effective listeners. 


4. List six common characteristics of the linear thinker/learner in the brain 
dominance theory. 


Use Immediate Response After you have underlined the key words in the 
directions, you may be ready with the answer. Being able to give an immediate 
response is the reward for effective studying. Immediate response indicates 
that you organized and rehearsed information effectively, which enabled you to 
quickly retrieve from long-term memory what was needed. 


Use Delayed Response If immediate response wasn’t available, move to 
delayed response. Association triggers are needed to help you connect the key 
words in the directions to the information you want to find in your memory 
bank. Use the following technique: 


®@ Focus on the key words you underlined in the directions. These will help you 
identify the category. 

™ Search your memory for study tools that you created to rehearse the infor- 
mation. Try to picture the flash cards, the Cornell recall column, or the intro- 
ductions in the chapter headings. 


@ Turn the information into a new question. In the preceding example, you 
might pose the question “What study tools help me reflect on information 
that Iam learning?” 


Because you probably have many other questions to deal with on the test, 
memory searching and questioning must be done relatively quickly. If you are 
able to retrieve an answer, or part of an answer, write it down. If you are not able 
to complete the listing, place a checkmark next to the question. You can come 
back to it later after you have completed as many questions as possible. 


Use Assisted Response When you return to the unanswered or partially 
answered questions, skim through the rest of the test for possible clues. Many 
times important information appears in the test in more than one place but ina 
different questioning format. Focus on the key words that you underlined in the 
directions. When you find a possible answer, check it against the question that 
you posed earlier. 


Substitute Synonyms or Short Phrases If you were not able to locate the 
exact terms for the listing, use synonyms or short phrases. These answers are 
not as accurate, yet they show your effort and general understanding. An empty 
space can bring only one result: no points. You may receive full points or partial 
points for using synonyms or short phrases. 

Notice how synonyms or short phrases were used for d and e to complete 
the following answer in a listing question. 
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1. List the five theories of forgetting. 
. Decay theory 
. Displacement theory 
Retrieval failure theory 
. Encoding—only partially recorded in memory 
Old and new information get confused 


cn0 oD 


S Exercise 14.2 Predicting Listing Questions 


Work in groups. Each group selects one of the chapters in this textbook to use to 
predict questions that may appear on a test as listing questions. Each group will 
report back to the class. The predicted listing questions may be compiled for 
future reference to study for the final exam. 


Definition Questions 


Any question that asks you to “define” a term is a definition question. This 
kind of question asks you to retrieve specific information from your memory 
and organize the information into sentences. Paired association is required and 
achieved if you have studied from vocabulary cards or vocabulary sheets. You 
can predict that these questions will come from the course-specific terminology 
that was defined in your textbook and in lectures. The following strategies will 
result in well-developed definition answers: 


Strategies for Definition Questions 


1. Read the question carefully. Underline the term to be defined. ~ 
2. Use the three steps for writing definitions. 
3. Use delayed response and assisted response if necessary. 


Identify the Term Fora short definition question, the term is easy to identify. 
Underline the term to help you keep your focus on that one word. Sometimes 
definition questions begin by giving background information. Read all of the 
information carefully and then underline the term to be defined. The following 
examples both are definition questions. 


1. Define the term neurons. 


2. The human nervous system is comprised of two primary types of cells, the 
neurons and the glial cells. Glial cells provide physiological support to 
neurons. Define neurons in the central nervous system. 


Use the Three Steps for Writing Definitions In Chapter 8 (page 148), you 
learned three steps for writing definitions. First, you name the category 
associated with the term. Second, you give the formal definition. Third, you 
expand the definition with one more detail. Use this same technique to define 
words in a definition question. The following examples show a weak answer 
and a strong answer. 


Question: Define the term distributed practice. 

Weak Answer: _ It means you practice at different times. 

Strong Answer: Distributed practice is a time-management strategy 
that is also related to the memory principle of time on 
task. It means that study blocks are spread or 
distributed throughout the week. Distributed practice 
is the opposite of marathon studying. 
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Expanding your definition is the open-ended part of a question that gives 
you the opportunity to show you know more about a word than just its defini- 
tion. The following chart shows seven methods, followed by an example, that 
are commonly used to expand a definition: 


Method Example 

Add one more fact. Distributed practice often occurs when the 2:1 ratio is used. 

Give a synonym. Distributed practice is the same as spaced studying. 

Give an antonym, a Distributed practice is the opposite of marathon studying or massed 

contrast, oranegation. | practice. 

Give a comparison or Distributed practice is like working on a goal a little every day 

analogy. instead of trying to complete all the steps in one block of time. 

Define the structure of | The root of neuron is “neuro,” which means nervous system. 

the word. 

Give the etymology. The term locus comes from the Latin “loci,” which means place, so 
locus of control refers to a place where there is the control. i 

Give an application. Metacognition is used any time a person faces a new task and needs 
to decide on the best method for him or her to do the task efficiently. 


Use Delayed and Assisted Response if Necessary If you are not able to give 
an immediate response, the questions given for identifying the general category 
may help you with the delayed response. If your mind is blank and you can’t 
write the definition or expand the definition, place a checkmark next to the 
question and move on. After you have answered all the questions you can, skim 
through the rest of the test to search for additional clues or details to complete 
your answer. Remember that key terms are frequently used or referred to in 
other parts of the test in other questioning formats. 


QB Exercise 14.3 Answering Definition Questions 


Work with a partner. Select any one chapter from this textbook. Refer to the 
“Words to Know” in the Options for Personalizing the Chapter. Predict two vocab- 
ulary terms that might appear ona test. Write a definition question, and then 
write a three-sentence answer to your question. Your work may be shared in class. 


Short-Answer Short-answer questions usually require a short paragraph of three-to-seven 
Questions sentences for the answer. Sometimes they look like “mini-essays” and other 
ceeeeeeeememeeee times they look like expanded “listing questions” that use sentences to explain 


the items in a listing. With short answers, both the content of your answer and 
your writing skills are important. Some teachers will grade higher when you 
use correct grammar, punctuation, and spelling. 

As with listing questions, short-answer questions may be closed questions in 
which very specific answers are expected. They may also be open-ended ques- 
tions that require you to connect or relate ideas from different parts of the 
course, or they may require you to apply your knowledge to new situations. Both 
types of short-answer questions require sufficient details to show that you know 
the information. The following steps can help you write an effective answer: 
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Strategies for Answering Short-Answer Questions 


1. Identify the direction word and underline the key words. 

2. Make a mental plan or short list of key ideas to use in your answer. 
3. Write astrong, focused opening sentence. 

4. Add additional sentences with specific details. 

5. Use delayed and assisted response if necessary. 


Identify the Direction Word and Underline Key Words The first step is to” 
pay attention to the direction word in each question. Each type of direction 
word requires a specific kind of answer. To get full points for your work, your 
answer must match the question. The following direction words are common 
for short-answer questions: 


Direction Word What Is Required 


Discuss/Tell 


Identify/What are? —_ Identify specific points. (This is similar to a listing except 
that you are required to answer in full sentences.) 


Tell about a particular topic. 


Describe Give more specific details or descriptions than are required 
by “discuss.” 


Explain/Why? Give reasons. Answer the question “Why?” 

Explain how/How? Describe a process or a set of steps. Give the steps in 
chronological (time sequence) order. 

When? Describe a time or a specific condition needed for some- 
thing to happen, occur, or be used. 


Circle the key direction word when you first read the question. Review in 
your mind what is required by this direction word. Because you want to 
respond quickly, become very familiar with the preceding descriptions of direc- 
tion words. Then underline key words that will be used in your answer. 

Each of the following test questions has the same subject: visual mappings. 
However, because of the different direction words, each answer will be slightly 
different. 


Why)is recitation important to use while studying a mapping? 


oO create a visual mapping. 
(How)should you study from a visual mapping? 


(When)should visual mappings be used? 


Make a Mental Plan or a Short List of Ideas Look at the key words under- 
lined in the step above. These words should be included in your answer. Pause 
and do a memory search for appropriate details for your answer. Either make a 
mental plan or jot down a short list of points that you will want to present in 


sentence form. Do only what is expected; do not pad the answer with unrelated 
information. 


Write a Strong Opening Sentence Since you will not have much space to 
write a long answer, begin your answer with a sentence that is direct and to-the- 
point. Your first sentence should include the key words of the question and 
show that you are heading in the direction required by the direction word. Do 
not beat around the bush or save your best information for last. The first 
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sentence, when well written, lets the teacher know right away that you are 
familiar with the subject. 

Notice the difference in quality in the following opening sentences. The first 
one does not get to the point. The second and third examples are direct and 
show confidence. 


Question: Why is recitation important in the learning process? 
Weak: Recitation is important because it helps a person learn better. 


Strong: Recitation, one of the twelve principles of memory, is 
important to use for studying for three reasons. 


Strong: Recitation is important for studying because it involves the 
auditory channel, feedback, and practice expressing ideas. 


Add Sentences with Details After you write your opening sentence, expand 
your answer with more information. Give appropriate details to support your 
opening sentence; try to use course-related terminology in your answers. 

Notice the difference in the weak answer and the strong answer in the fol- 
lowing example. 


Weak: Recitation is important because it helps a person learn. 
Everyone wants to do the very best possible and recitation helps 
make that happen. When you recite, you talk out loud. You 
practice information out loud before a test. 


Strong: Recitation is important for studying because it involves the 
auditory channel, gives feedback, and provides practice 
expressing ideas. When a person states information out loud 
and in complete sentences, he/she activates the auditory 
channel, which results in a stronger imprint in long-term 
memory. Reciting also gives feedback so a person knows 
immediately whether or not the information is understood on 
the level that it can be explained to someone else. Taking time to 
recite also provides the opportunity to practice organizing ideas 
so they can be clearly expressed. 


Use Delayed and Assisted Response if Necessary _ If you are unable to write 
a strong opening sentence for your short answer, do a memory search for the 
topic. Frequently students are able to write the opening sentence, but they have 
difficulty with the necessary details to expand the opening sentence. If the 
delayed response and the memory search do not result in sufficient information 
or details, place a checkmark next to the question and move on. After all other 
questions have been answered, skim through the test for related details that can 
be added to your short answer. Expand your answer with these details. 
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BW Exercise 14.4 Predicting Short-Answer Questions 


Short-answer questions are designed to assess if you understand information 
well enough to express it, if you understand relationships, and if you can apply 
the information to given situations. Select any topic discussed so far in this 
course that you think would be a possible short-answer question for the final 
exam. Use your own paper. First, write the question, and then write a three-to- 
seven sentence answer. Your work may be shared in class, and your question may 
be used on a test or final exam. 


Question: 


Answer: 


S Exercise 14.5 Writing Answers to Short-Answer Questions 


Select one of the following short answer questions. Write a three-to-seven sen- 

tence answer. Use the techniques and steps discussed above. Write your answer 

on your own paper. Proofread it for correct grammar, punctuation, and spelling. 

. Discuss the differences between hearing and listening. 

. Explain why rote memory is not a reliable method for studying in college. 

. Explain how locus of control affects a person’s perception of his or her life. 

. Discuss any one strategy that can be used to comprehend a difficult paragraph. 
. Describe a five-day study plan for a major test. 

. Tell the process that stimuli go through to be imprinted in long-term memory. 

. When should educated guessing be used on tests? 


. Explain how the Decay Theory of Forgetting works. 


oO mont Du FW NY = 


. Briefly discuss ways to keep your mind on the speaker when the rate of speech is very 
slow and your rate of thinking is very fast. 


= 
i=) 


. What is the strategy self-fulfilling prophecy and how is it related to positive self-talk? 


G69 Exercise 14.6 LINKS 


Assume you are in a health class and are preparing for a test that includes the 
coping strategies presented in Exercise 7.8, page 138. Write the following kinds of 
practice questions on your own paper. Then present your questions to a partner 
to answer while you practice answering your partner's questions. Try answering 
these recall questions without looking back at the passage. 


1. Write three fill-in-the-blank questions. 
2. Write one listing question. 
3. Write one definition question. 


4. Write one short-answer question. 
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Essays are demanding. They require that you know the information thoroughly, 
be able to pull the information from your memory, and write about relation- 
ships rather than individual, isolated facts. The way you express the informa- 
tion and the relationships needs to follow a logical line of thinking. Essays also 
require a sound grasp of writing skills (grammar, syntax, and spelling) as well as 
a well-developed expressive vocabulary. If essay writing is intimidating to you, 
be assured that you can strengthen your essay-writing skills by using the fol- 
lowing strategies and, if you feel it necessary, by enrolling in writing or vocabu- 
lary courses. 


Preparation for essay tests involves gathering information about “the big pic- 
ture” concepts, trends, and relationships and then associating supporting 
details to be used within the essay. The strategies used to prepare for essays vary 
based on the type of essay test that will be used: 


Strategies for Different Kinds of Essay Tests 


1. Predict and organize for essay tests when the topics are unknown. 

2. Organize and practice writing essays when a choice of topics is known in 
advance. 

3. Organize materials when the essay is an open-book test. 

4. Organize and develop essay answers for take-home tests. 


Predict and Organize for Essay Tests When the Topics are Unknown The 
most challenging type of essay test is the one in which the topics for the essay 
questions are not announced in advance. For this type of test, your study 
strategies throughout the term need to include elaborative rehearsal of both the 
textbook and the lecture material. Elaborative rehearsal occurs when you work 
with the information; rearrange it; look for relationships, patterns, and trends; 
and work to recognize key concepts, main ideas, and themes as well as 
significant supporting details for the “big pictures.” The following strategies 
will help you prepare for essay exams when the topics are not announced in 
advance. 

Use the course description and course syllabus to identify major themes that 
are used. The course syllabus states the purpose of the course and the informa- 
tion that you should know by the end of the term. Use this to help predict test 
questions. Use the direction words (page 292) to write “big-picture” questions, 
and then use the techniques discussed later in the chapter to write answers to 
your essay questions. 

Study visual materials that you have created throughout the term. Visual 
mappings, hierarchies, time lines, pie charts, tables, and comparison charts are 
ideal study tools to create and learn to prepare yourself for essay questions. 
These visual forms of notetaking include, in a concise manner, the main ideas 
and the significant supporting details. Practice visualizing the skeleton of each 
visual study tool; the skeleton consists of the topic (level-one information) and 
the main components or main ideas (level-two information). Then practice 
level-three information (the details) through reciting information about each 
part of your visual study tool. Use these visual notes as the basis for writing 
practice essay test questions. Write answers to your questions without referring 
to your written notes (but do refer to your visual memory notes). 


290 


PART FIVE — Strengthening Your Test-Taking Skills 


Create summary sheets for major themes. Look at your textbook and your 
class lecture notes to identify major topics or themes that were developed 
throughout the last few weeks or throughout the term for final exams. These 
summary sheets will help prepare you for essay questions that require you to 
compare, contrast, summarize, describe, explain, discuss, tell, or state about 
major themes. The summary sheets may simply list key details for two or more 
themes, or they may be set up as comparison charts with subjects listed down 
the left side and categories of information across the top. (Review comparison 
charts on pages 215-217.) 

Predict test questions and practice writing answers. In addition to using 
your course syllabus, your visual notes, and your summary charts as sources 
for predicting test questions, also analyze your lecture notes for themes or 
large categories of information that were discussed in class. What topics 
seemed to be given the most lecture or discussion time in class? Write a series 
of practice questions. Consider working with a study partner so that each of 
you can create practice essay questions to give to each other. Set a time limit to 
compose an answer to the practice questions. Use the strategies discussed later 
in this chapter to compose your answers. If you practice expressing your ideas 
before a test, dealing with essay questions on a test is much less stressful and 
intimidating. 


Organize and Practice Writing Essays When Topics Are Known in Advance 
Some teachers will give you the topics for the essay questions, the exact essay 
questions, or a group of essay questions from which the test questions will be 
selected. The advance notice offers you the opportunity to prepare thoroughly 
and practice developing a comprehensive answer. When essay questions are 
given in advance, the expectation is that your answer or answers will be better 
organized, developed, and supported with relevant supporting details than they 
would have been if the questions were not announced in advance. You are 
expected to have an answer already formulated; however, usually you are not 
allowed to bring a completed essay, notes, or an outline with you to the test. To 
prepare for this approach to an essay test, schedule sufficient time prior to the 
essay test to use the following strategies. 

Organize materials for the known topic. If the topic is given but the actual 
questions are not given, begin by generating a set of notes related specifically to 
the topic. Use the index in the back of your book for page references related to 
the topic. Reread each of the pages listed in the index; make your preferred style 
of summary notes for the information. Then review your lecture notes and 
homework assignments for additional information related to this topic. 
Compile all the information that you can relate to the topic. Refer once again 
to your course syllabus for general themes. What general themes relate 
specifically to this topic? How could this relationship be worded in an essay 
question? Predict and write several possible essay questions. Use the strategies 
presented later in the chapter to write answers to your own questions, or 
exchange practice questions with a study partner and write answers to your 
study partner’s questions. 

Organize materials and your answer when you are given the exact question. 
Use the same techniques for organizing materials that were given above. Then 
create either an outline or a visual mapping or hierarchy for each part of your 
essay. This outline or visual form of notetaking should be memorized so it can 
guide you when you write the essay in class. Practice writing the essay answer 
several times and during several different study blocks; include specific details 
and course terminology in your answer. Use the other essay writing techniques 
discussed later in the chapter. 
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Organize materials and answers for all the questions given to you in advance. 
Sometimes you will be given a group of questions and told that the actual ques- 
tions used on the test will be selected from this group. Your task now is larger 
than if you were given one exact question in advance. For this approach, you 
will need to complete the process explained above for each essay question. 
Needless to say, scheduling sufficient time to study and write essay answers is 
essential. An outline or set of visual notes should be memorized for each essay 
question. For each of the questions, practice writing an answer without refer- 
ring to an outline or notes. If you practice writing the answer on several differ- 
ent occasions, you will feel well prepared, confident, and ready to repeat the 
performance in the classroom on the day of the test. 


Organize Materials for an Open-Book Test Students are often excited and 
relieved to learn that an essay test will be an open-book test. However, the 
previous strategies for preparing for tests by anticipating test questions, 
preparing summary sheets, and practicing writing answers should still be used. 
In addition, the following strategies should also be used so you are not wasting 
valuable test time searching for needed information: 


@ Become very familiar with the index of your book so you can look up the 
topic quickly. 

@ Use a special highlighter for important facts (significant dates, names, 
events, statistics, or terminology) and quotations you predict may be 
needed on the essay. 


@ Use tabs to mark significant pages such as important summary charts, 
tables, lists or steps, or visual materials. 


Organize and Develop Answers for Take-Home Tests Expectations for a 
polished essay are higher when the essay questions are given as a take-home 
test. The major problem many students face with take-home tests is not 
allowing enough time to develop essay answers. Use the steps presented in 
Chapter 4 (page 82) for a term-project goal. 

Take-home essays, which are written in untimed situations, use basically 
the same steps used in classroom tests with a few modifications in the first and 
last paragraphs. In an essay test, the first paragraph is very brief; it basically 
gives the thesis sentence. In an untimed essay, this first paragraph can be writ- 
ten to create a stronger interest for the reader. The paragraph may begin witha ° 
captivating introduction, called a lead-in, and end with your thesis sentence. 
Introductions or lead-ins may include: 


@ Ashort personal experience, an incident, or an event from the text or an anal- 
ogy that is closely related to the thesis 


@ Factual information from your text or from library research 
® Brief background information that prepares the reader for your thesis 


@ A fictitious situation that introduces the thesis 


The last paragraph continues to serve as asummary or conclusion. The first 
part of the paragraph will still echo your thesis sentence. However, it can also 
include implications or applications of the topic of your essay. This closing 
paragraph can be written to leave the reader with some new angles or thoughts 
to consider. 

If you decide to use these variations for your introductory and concluding 
paragraphs, remember to be concise. Lengthy variations shift the focus away 
from your thesis and body, and that is not your intention. 
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Some of the direction words used in short-answer questions also appear in 
essay questions. Understanding the direction words is essential for your essay 
to address the question that was posed. Study the following direction words so 
that you will know the kind of information that is expected in your answer: 


Direction Word What Is Required 

Compare Show the similarities and differences between two or 
more items. 

Contrast Present only the differences between two or more 
items. 

Define Expand the definition with more examples and greater 
details. 

Trace/Outline Discuss the sequence of events in chronological order. 

Summarize Identify and discuss the main points or the highlights of 


a subject. In-depth details are not expected. 


Evaluate/Critique Offer your opinion or judgment, and then back it up 


with specific facts, details, or reasons. 


Analyze Identify the different parts of something. Discuss each 


part individually. 


Describe Give a detailed description of different aspects, points 


of view, parts, characteristics, or qualities. 


Discuss Tell about the parts or the main points. Expand with 


specific details. 


Explain/Explain Why Give reasons. Tell why. Show logical relationships or 


cause-effect. 


Explain How Give the process, steps, stages, or procedures involved. 
Explain each. 
Illustrate Give examples. Explain each example with details. 


The following example will show the significance of understanding the 
direction word. One essay question on a literature test stated “Compare the 
writing style of Homer in The Odyssey and John Milton in Paradise Lost.” 
According to the chart, compare means to show the similarities and the differ- 
ences between Homer and Milton. You would need to ask yourself, “What 
things can I compare?” Because this is a literature class, you can compare the 
kind of structure each writer used, the themes, the characters and how they 
were developed, the plots, the settings, the tones, and the style and vocabulary 
used. In your essay, you would want to focus on the similarities or differences 
between the two authors in respect to the various elements of literature you 
chose to include. A student who doesn’t understand the significance of the 
direction word “compare” may simply write one paragraph about Homer and 
another paragraph about Milton. This student would assume that the teacher 
could infer the differences by reading the two paragraphs. However, writing 
essays doesn’t work that way. You need to clearly show the relationships in your 
writing. The student mentioned earlier made the mistake of treating the 
question as if it simply asked him or her to “describe” the two writers. To avoid 
similar errors, learn the meanings of each of the common direction words. 
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Work with a partner or in a small group. Follow the directions below for each 
essay question. Circle the direction word. Underline the key words that would be 
used in your answer. Decide if the question is an open-ended or closed question. 
Jot your answer in the margin. Discuss the kind of answer that is expected based 
on the meaning of the direction word. 


. Discuss this statement: Business competition encourages efficiency of production and leads to 


improved quality control. 


. Is gross national product really a reliable indicator of a nation’s standard of living? Explain. 


3. Why should business take on the task of training the hard-core unemployed? 


pS 
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10. 


11. 


t2. 


13. 
14. 


15. 
16. 


. What are the major differences between the economic model of social responsibility and the socio- 


economic model? 


. Define the goal of affirmative-action programs and tell how the goal is achieved. 
. Explain the differences between general partners and limited partners. 
. Trace the incorporation process and describe the basic corporate structure. 


. Discuss the changes made in Washington in the post-Watergate years to place greater restrictions on 


the executive power of the President of the United States. 


. Contrast the opinions and sentiments expressed by the people of Panama and the American people in 


1977 in regard to the ownership and rights to the Panama Canal. 


President Clinton’s 1998 visit to China brought the Tiananmen Square event back into the public's 
awareness. Trace the events in China that led up to and followed the massacre in Tiananmen Square. 


In the late 1990s, environmental issues remained high on the international list of global problems. 
Summarize the global environmental issues that may have the greatest impact on the welfare of the 
world’s population. 


Which leadership style or styles most closely conform to supportive communication? Explain. 
Think of and then discuss three examples of positive ethnic stereotypes. 


Compare the thinking styles of vertical thinkers and lateral thinkers. Include the characteristics of 
each type of thinker and give examples to clearly show the differences in the way each would operate 
in daily life situations. 


What are Piaget's stages of human development? Summarize each stage of his theory. 


Trace the path of blood in the circulatory system of mammals. 
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The following strategies for answering essay questions are very similar to the 
strategies used for short-answer questions (page 286). The procedures have been 
expanded to meet the essay requirement that full paragraphs be used to com- 
municate the information. Understanding the general structure of an essay and 
using the following strategies will result in better performance on essay tests. 


Strategies for Answering Essay Questions 


Question 


1. Identify the direction word and underline the key words. 

2. Write a strong, focused opening sentence called a thesis sentence or thesis 
statement. 

3. Plan your answer before you begin writing. Make a brief outline, visual 
mapping, hierarchy, or list of ideas to develop the body of your essay. 

4. Develop the body of the essay. A common format to use is the five-paragraph 
essay. 

5. Summarize your main ideas in a short, concluding paragraph. 

6. Proofread and revise. 


Identify the Direction Word As discussed in the previous section, the beginning 
step in writing an essay is knowing what kind of answer is expected. The direction 
word indicates what is expected and should guide the direction of your answer. 


Write a Strong Thesis Sentence A thesis sentence directly states the main 
point you want to make in the entire essay. The thesis sentence for an essay test 
should be the first sentence on your paper. This sentence should: 


B® Clearly state the topic of the essay 
@ Include key words that are a part of the question 
@ Show that you understand the direction word 


@ Indicate a given number of main ideas you will discuss 


The thesis statement is important to you and to your teacher. For you, it 
serves as a guide for developing the rest of your essay. It provides the basic out- 
line of main ideas to develop with important supporting details. For the teacher, 
it serves as an immediate indicator that you understand the question and know 
the answer. Because of the significance of the thesis statement, take time to cre- 
ate a strong, direct, confident opening sentence. 

In the following chart, notice how the questions are analyzed. The direction 
word is identified and circled. Key words are underlined. Thought is given as to the 
type of answer that is expected, based on the direction word. Finally, a possible the- 
sis statement, which would help guide the direction of the body of the essay, is given. 


Direction Possible Thesis Statements 


(iscuss)the characteristics of Discuss = tell about Each of Howard Gardner's eight 
each of Howard Gardner's intelligences has clearly recognizable 


multiple intelligences. 


What are the eight characteristics. 
intelligences? 


(Explain why)elaborative 


rehearsal is more effective for reasons 
college learning than rote memory principles are used and 


memory strategies. 


Explain why = give Elaborative rehearsal is more effective 
than rote memory because more of the 


What are the reasons? information in memory is in a more 
How many reasons? usable form. 
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Plan Your Answer Before You Begin Writing Organizing information for 
many students is the most difficult part of writing essays. Many students 
wander off course or are at a loss for ideas to write in essays without first 
making a plan. Outlines, visual mappings, hierarchies, or basic lists that are not 
as detailed as outlines are three common plans used to organize information 
for an essay. Explore the different formats and then decide which works best for 
you. The following examples show the use of a plan in outline form, visual 
mapping form, and hierarchy form. 


Outline 


Thesis: 
A. 


MAPPING 


Paragraph 
1 


3 


Paragraph 


eae HIERARCHY THESIS 
Main Main Main 
Idea 1 Idea 2 Idea 3 


Develop the Body of Your Essay A strong thesis statement and a plan for the 
information you want to include in your essay lead naturally into the next step, 
the actual writing of the essay. Each category or section of information in your 
outline, visual mapping, or hierarchy can be expanded into sentences and 
developed into one paragraph. Each additional category or section would thus 
become another paragraph. Remember, however, that a person with strong 
writing skills is capable of combining ideas in a variety of ways, so devoting one 
paragraph to each section of your plan is one possible way to develop the body 
of the paragraph, but other options may also exist. 


The following suggestions will help you develop a more effective essay answer: 


@ Limit each paragraph to one main idea. Shifting to a new main idea is the signal 
to move to the next line, indent (about five spaces), and begin a new paragraph. 
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H Complete sentences need to be used to express your ideas and present your 
information. Short phrases, charts, or lists of information are not appro- 
priate for an essay. 


™ Supporting details are essential or your essay will be underdeveloped. 
Include facts such as names, dates, events, statistics; include definitions, 
examples, or appropriate applications of the information you are presenting. 
Do not make the mistake of assuming that information is obvious and your 
teacher knows what you are thinking or clearly sees the connection. Write as 
if your reader is not knowledgeable about the subject. 


™ Use course-specific terminology. You spent time studying all the vocabulary 
words, so strive to include them in your answers as much as possible. Use 
other words that you learned from class or the textbook and words you have 
added to your expressive vocabulary. 


@ Use the basic five-paragraph essay format or a variation of the format as 
discussed below. 


The five-paragraph essay format is a standard format that can be used 
effectively for most essay tests. It begins with the thesis statement, which is then 
followed by the body of the essay. The body often consists of three paragraphs 
developing three main ideas. Each paragraph includes specific supporting 
details that show your understanding and knowledge. (Additional paragraphs 
can be added for longer essays.) A short summary or concluding paragraph 
ends the essay. The following chart shows the five parts of this format for a sam- 
ple essay question. 


Q: Summarize strategies to use to strengthen 
a person's vocabulary, textbook reading, 
and test-taking skills. 


Thesis: 


Thesis Statement 


F 1: Vocabulary 
° textbook clues to find definitions 
® make flash cards 

¢ study from fronts & backs 

* recite often: linked associations 


F. 2: Textbook reading 
*° use steps of SQ4R 

* read carefully/thoroughly—not rush 
* understand concepts/details 
¢ substitute familiar words 


Body 


F. 3: Test-taking 
* reduce anxiety—be prepared 
¢ use relaxation/self-talk 
* use 4 stages of responses 


Summary/conclusion 
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Summarize Your Main Points Finish your essay with a short summary 
sentence or paragraph. Summarizing leaves a clear picture of your main points 
in the reader's mind and signals that you have finished with your thoughts. Your 
summary should reflect the same information you used in your thesis sentence. 
If your summary and thesis sentence do not focus on the same subject, check to 
see where you got sidetracked when you developed the body of your essay. 


Proofread Your Work After you have completed your essay, take a few 
minutes to proofread for mechanical errors such as spelling, grammar, word 
usage, or sentence structure. Many teachers try to grade mainly on the content, 
but mechanical errors are distracting, and maintaining a focus on the ideas is 
therefore more difficult. 

If your writing skills are still weak for college-level writing, consider 
enrolling in writing skill-building courses to improve your spelling, grammar, 
punctuation, and organizational skills. Also, ask your instructor if you can use a 
dictionary, thesaurus, spell checker, or laptop computer when you write essays. 


Q: Many study skills were discussed this term to help you become a 
successful college student. Select any four skills that you feel are 
most important for your personal success in college. Discuss the 
importance of those skills to you. 


Thesis: 


Example of a plan for a six-paragraph essay 


Thesis Statement 


F. 1: Importance of time management 
* more productive 
eless stress — 

° better balance in life 


F. 2: Importance of concentration 

e make best use of available time 

° learn more thoroughly, less time 
going back 

¢ develop mental discipline 


F. 3: Importance of notetaking 
° select info that needs to be learned 
* puts info in own words 
¢ steps help memory 

* good ongoing study tool 


Body 


F. 4: Importance of textbook reading 
° read to understand 
* efficient reading—don't need to 
go back over 
° source of most class info 


Summary/conclusion 
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S Exercise 14.8 Strengthening a Weak Essay 


Read the following essay question and one student's answer. Then work with a 
partner to discuss answers to the questions that follow the essay. 


Question: Discuss the parts of the Information Processing Model. 


Questions: 


— 


There are six main parts to the Information Processing Model. 

The first part of the model is the input. This is where we use our senses to get 
information. The information then starts into our memory system. 

Short-term memory is the next part of the model. It really is short! It doesn’t hold 
much here. Sometimes, in fact, information gets shoved out or forgotten here because 
it can't hold much. 

If it makes it out of short-term memory, the information goes on the practice path. 
This is also called the rehearsal path. This is where a lot of practice takes place until 
ideas are learned. Rehearsal can include reading carefully, quizzing yourself, going 
over flash cards, or working on recall columns of notes. Any kind of activity that helps 
you work with the information and lets you know if you are learning works here. 

Next, information goes into long-term memory. Well, not really all the time. If you 
rehearse and can’t answer, you don’t know it. It isn’t in long-term memory. The infor- 
mation can go back up on this loop. Try again. 

When you're successful in learning, the information goes into long-term memory. 
Somehow it finds its way around the brain and gets plunked in the right place. It is per- 
manent. It’s always in there. When you want to use it, you send yourself a message to 
get it out. The information you learned then goes out on the retrieval path. This is the 
path that leads to you being able to give an answer, show you know something or use 
the information in some way. 

Those are all the parts of the Information Processing Model. The model takes you 
from the sensory input all they way through to the output. That’s how we learn. 


. Is the thesis statement strong, neutral, or weak? Explain your answer. 


2. Is the body of the essay sufficiently developed? What details would you want to add? 


3. Is the summary paragraph effective? Explain your answer. 


4. Give examples of slang or language that is too informal for an essay. 


5. Identify the places in this essay where the following writing tips could be used: 


@ Avoid using the word you. Reword so you is not used. 


@ Avoid vague pronouns such as it or they. Reword by using the noun word. 


@ Avoid “weak sentence starters” such as: There is... There are... Hereis... Reword. 
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Bw Exercise 14.9 Enough Talk! Let’s Write! 


Select one of the topics below. Use your book and your notes to gather informa- 
tion for your answer. Organize the information. Write a thesis statement anda 

plan (an outline, mapping, or a hierarchy). Then develop your essay; proofread 
your work. Essays may be shared in class. 


1, Summarize the relationship of the twelve principles of memory to one of the following: SO4R, Cornell 


2 


e 


notetaking, or visual notetaking. 


Contrast the capabilities and the functions of short-term memory and long-term memory. 


3. Discuss specific strategies that can be used to deal with the four sources of test anxiety. 


4. Identify the study skills areas in which you feel you have made the most progress this term. Tell about 


the strategies or techniques you learned to use which can be attributed to your success. 


. Outline the study strategies you will use within the first three weeks of the next term you are enrolled 


in school. 


. Illustrate common examples of three students you know who have difficulties in school due to pro- 


crastination, test anxiety, lack of time management, or weak vocabulary skills. Discuss strategies each 
of the three students would benefit learning in order to reduce or eliminate their academic difficulties. 


. Define one of the four forgetting theories and discuss learning strategies that can be used to combat 


the forgetting process. 


. Contrast the way you were before you enrolled in this class and the way you see yourself now in terms 


of your attitude toward learning, your learning environment, and your study strategies. 


Additional Essay Writing strong essay answers becomes easier with practice. When you receive 
Writing Tips your essay tests back, take time to read the comments and suggestions. You can 


PS ea cS Resi A 


learn to improve your essay writing skills by analyzing your essays. Your analy- 
sis can also include looking for patterns to the kinds of questions your teacher 
tends to assign. Are the questions mainly from information in the textbook, in 
lectures, or both? Then look at other essay test-taking skills. Were you effective 
in predicting essay test questions? When you wrote your essays, did you answer 
the questions directly? Were your answers well organized? Did you provide suf- 
ficient details? 


The following tips will also strengthen your essay-writing skills: 


@ If you are given several choices of questions to answer, look at the choices 
carefully. The majority of students tend to choose the question that is the 
shortest and looks the easiest. However, these questions are usually more 
general and sometimes more difficult to answer. Questions that “look the 
most difficult” because they are longer may actually be more specific and 
easier to answer. Consider your choice of questions carefully. 

@ If you are required to do more than one essay question, begin with the one 
that is most familiar and easiest for you. Your confidence will be boosted and 
your mind will shift into the essay-writing mode. 

Strive to write as neatly as possible. Ilegible handwriting will hurt your 
grade. If you need to delete some of the information, delete it by crossing it 
out with one neat line. 

@ Consider writing on every other line so you have room to revise or add 
information if time permits before the test time ends. 


ce 
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@ If you were not able to budget your time sufficiently, turn in your plan 
(outline, mapping, hierarchy, or list). You may earn some additional points 
for showing you knew the information and would have included it if you 
hadn't run out of time. 


™@ If you have more than one essay to complete on a test, be sure to write 
something on each question. You will lose too many points by totally leaving 
out one question. It is usually better to turn in some work on two essays 
versus only one essay completely developed. 


@ Weigh the value of different questions. If one question is worth more points, 
take more time to develop that answer or to return to that answer later and 
add more information to strengthen your answer. 


®@ If your keyboarding skills are good and you have a laptop computer, ask if 
you can write your essay on the computer and turn in the disk. Work tends to 
appear neater, easier to read, and void of spelling errors. 


Web-site links are available online. 


Computer Projects 


1. Use an outlining program or a graphic program to create summary charts, an outline, or a plan 
for an essay question. 


2. Create a brochure that features what you consider to be the most helpful test-taking tips. 


3. Predict an essay question for an essay test in any one of your classes. Plan the essay and write 
the essay using your computer. Ask a classmate to critique your essay. 


Group Web-Search Activity is available online.. 


Case Studies are available online. 
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SUMMARY 


@ Fill-in-the-blank questions often require one 
vocabulary word for each blank. 


@ Listing questions often begin with the words 
List or Name. Answers do not need to be in full 
sentences. 


@ A three-part answer can be used to write thor- 
ough definitions: (1) name the category, (2) 
define the word, (3) expand with one more 
detail. 


@ Three-to-seven complete sentences are used for 
short-answer questions. The answer must fol- 
low the direction word in the question. 


@ Predicting test questions and writing your own 
practice questions and answers is one way to 
prepare for upcoming tests. 


@ The four levels of response are used in recall 
questions. However, educated guessing is 
replaced by substituting words or synonyms 
when exact information cannot be recalled. 


B® Recall questions and essay questions may be 
open-ended or closed questions. 


@ Different strategies can be used for essay ques- 
tions based on whether or not you are given the 
topics or the questions in advance, in an open- 
book test, or in a take-home test. 


®@ Summary notes made before an essay test is 
one way to compile information about “big pic- 
tures,” trends, patterns, or major relationships. 


@ Understanding the direction words in short- 
answer and essay questions is essential to move 
the answer in the required direction. 


@ A basic essay structure includes a thesis state- 
ment, several paragraphs in the body of the 
essay, and a concluding paragraph. 


® Outlines, visual notes, or lists may be used as a 
plan to organize an essay before the writing 
begins. 


OPTIONS FOR PERSONALIZING CHAPTER 14 


1. PROFILE CHART—PERSONAL LOG Answer the following questions in your personal log. 


What score did you have on the Chapter 14 Profile? 
Which specific strategies did you learn in this chapter that will help you improve your performance 


on tests with recall and essay questions? 


2. WORDS TO KNOW Knowing the following terms is important. 


recall questions 
fill-in-the-blank question 
immediate response 
delayed response 
memory search 

assisted response 
synonym 

listing questions 

predict listing questions 
closed questions 


direction word 


thesis sentence 


summary sheets 


open-ended questions 
definition question 
short-answer questions 


five-paragraph essay format 
body of the essay 
concluding paragraph 
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EXPAND THE CHAPTER VISUAL MAPPING For this chapter, the mapping already shows levels 
one, two, and three information. Expand the mapping by adding level-four details. You will need to 
work on a larger piece of paper. Personalize your mapping with colors, pictures, or other shapes. 


. WRITING ASSIGNMENT 1. Summarize the most valuable study skills you learned this term. Focus 


on the study skills that are increasing your performance in college and increasing the image you have 
of yourself as a successful college student. 


. WRITING ASSIGNMENT 2 Write a thank-you letter to another classmate, your teacher, a study 


group leader, a study buddy, or a tutor who helped you succeed this term. 


. PORTFOLIO DEVELOPMENT Throughout the term you have read about and possibly selected 


portfolio activities that demonstrate your skills and application of the strategies in this course. Now 
take time to organize your portfolio so that your projects can be presented in an organized manner. 
Consider creating an introductory page to discuss the goals and organization of your overall portfolio 
projects. Consider creating a table of contents. Be sure that your name is visible on the cover and the 
inside of your portfolio. 
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APPENDIX A 
Chapter Profile Materials 


Rls FOS Chart 
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me dahbbteh -of-the-Term Profile 
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1. As you begin a new chapter, complete the chapter-profile chart. 


2. Score your profile. (See Chapter 1, page 2.) Find the chapter number above. 


Circle your score to show the number correct. 


3. Connect the circles with lines to create a graph (your Master Profile Chart). 


Copyright © Houghton Mifflin Company. All rights reserved. 


Copyright © Houghton Mifflin Company. All rights reserved. 


APPENDIX A 307 


Profile Answer Keys 1: Learning 2: Processing/ 3: Time 4: Setting Goals 
eee SS Styles Memory Management 
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End-of-the-Term Profile 


HR 


= 
7 
ss 

== 


1. Cut a two-inch wide strip of paper to cover up the original answers on the 
profile questions at the beginning of each chapter. Re-do all the profile 
questions so you can see changes that you have made this term. Write Y or 
N next to the number of each profile question. 


2. Score your profile answers by using the answer key on this page. 


3. Chart your scores on the Master Profile Chart. Use a different color ink so 
you can compare these scores to your original scores. 
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Portfolio Assessment Form 


Portfolio Project for Chapter 


® Write a short introduction that states your goals for this project. 


Required Element: 


Sufficient details included 

Accurate information presented 

Neatness, clarity of presentation demonstrated 
Originality, critical thinking demonstrated 
Skill requirement demonstrated 


Other 


Required Element: 


Sufficient details included 

Accurate information presented 

Neatness, clarity of presentation demonstrated 
Originality, critical thinking demonstrated 
Skill requirement demonstrated 


Other 


® Write a short self-assessment conclusion that states your personal view on the value and the quality of 
your project. 


Evaluation Comments: 


Photocopy this form before you use it. 
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Library Projects 


Exploring Your Library 


Your school’s library is an extremely valuable resource that you will use 
throughout your college years. Visit your library to find the answers to the fol- 
lowing questions. If you are not able to find answers by exploring on your own, 
ask the reference librarian for assistance. 


ie 
Ze 


What are the library hours this term? 


Are library tours available to help you learn more about your library? If yes, 
when are they scheduled? 


. Is a library class offered to help you learn more about using the library? If 


yes, what is the name of the class? 


4. What are the procedures for checking out a library book? 


. Does your library have the following resources? 


magazine subscriptions _______ CD-ROM databases 

video and audio tapes _______ online (computer) databases 
newspaper files ________ microfilm/microfiche readers 
card catalogs _______ interlibrary loan privileges 


6. Where are the reference materials located? 


Library Projects 


. What are the most common reference materials in your library? 
. What library call number system is used to organize the books in your 


library? 


. How can you find out if your library subscribes to a specific magazine? 
. Where is the “reserve section” for books reserved for class use by 


instructors? 


Application Use your library skills to begin researching a topic of your choice. The objective 
Exercise of this exercise is for you to show you understand how to access different kinds 


of information in your library. You will not be asked to do complete research or 


to write a research paper. 


Follow each step of these directions: 


i 


Select a study skills topic from the list below. If you have another subject 
that is related to study skills that is not shown below, discuss the topic with 
your instructor first. Circle the topic you wish to research: 


time management any aspect of memory 
forgetting listening skills 
brain/cognitive research ADD 

self-esteem Howard Gardner's multiple 
motivation intelligences 

Maslow’s hierarchy metamemory 

self-talk metacognition 


mnemonics textbook reading 
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punctuation skills neurotransmitters 

vocabulary development test anxiety 

Greek/Latin roots alpha waves in learning 

word etymology goal setting 

Cornell notetaking learning styles/learning modalities 
brain dominance theory effect of (you decide) on the brain 
assertiveness visualization 

test-taking skills stress 

essay writing learning disabilities 
concentration right-brain thinking 

relaxation techniques long- or short-term memory 


2. Before you begin the next two steps, ASSUME that you are actually going 
to write a research paper. Since the above topics are broad topics, you will 
need to NARROW your topic so that all the resources you locate focus on 
the same aspect. For example, if you decide to research “motivation,” you 
may want to specifically find resources that discuss motivation in adult 
students. This would be your narrowed topic. You would, therefore, 
disregard resources that talk about motivation in research rats, motivation 
methods for toilet training a toddler, or motivation in the corporate world. 
SELECT resources that are compatible and focus on the same issue or 
narrowed topic. 

Some students use the online periodicals cataloging system to get ideas 
for narrowed topics. For example, if you look up magazine articles on 
“stress,” you will find subcategories for stress. The subcategories are nar- 
rowed topics that may be useful for a paper. 


3. Use your library system to locate the following resources that could be used 
for a paper on your narrowed topic. Be sure to write down the location of 
the material or print a copy of the site information so you can document 
that you identified the required sources of information. Your information 
should show the author, title, copyright date, and other bibliographic 
information. 


BH Two books, tapes, or videos related to your narrowed topic 
@ Two magazine articles related to your narrowed topic 
@ Two web site addresses or CD-ROM sites related to your narrowed topic 


4. Compile your resources. Attach a summary sheet on the front of your work 
that identifies your topic, your narrowed topic, and the names of your two 
books/videos/tapes, two magazine articles, and two web site or CD-ROM 
documents. 


Extra Credit: Do ONE of the following: 


1. Check out one of the books, tapes, or videos. If you select a book, read one 
chapter and write a summary of important information learned from the 
chapter. If you select a tape or a video, listen to or view it. Write a summary 
of important information learned. 


2. Locate and photocopy one of the magazine articles. Use your textbook 
marking skills to highlight important information. Write a summary of the 


important points in the article. Turn in both the article and your written 
summary. 


3. Print one document from the Internet and one document from a CD-ROM 


database. Write a summary that compares and contrasts the information 
from these two different sources of information. 
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APPENDIX D 
Principles of Research 


Using the campus library is intimidating to most college freshmen and something that they 
tend to avoid doing. Using the library and other resources such as the Internet is crucial to 
the success of most students and can really be learned only “hands-on.” The assignments in 
this appendix are designed to introduce the students to the resources they may need in their 
general studies and give them hands-on experience with basic sources, so that when they need 
them for another course, they know what is available to them and have some degree of 
confidence in using those sources. While the textbook does not ask students to write a research 
paper, the basic framework is there if an instructor wishes students to write one. Of necessity, 
the activities in this book are generic in form. If your campus library has some distinctive 
characteristics, you will want to make sure that your students understand them. You may also 
want to design a form that explains in detail how to use the electronic equipment in your 
library. 


Resources Used in Activities 


Books 


Students are asked to determine how to find books in their library and then to actually find 
some. The exercises assure that students can use the electronic data base in your library in 
several different ways. Again, you may want to give them hints of what they may find. For 
example, in looking for a book about a certain topic, it may be more effective to use a term 
search rather than a subject search. 

In the process of finding books to use in their research, students often overlook encyclo- 
pedias as a means of gaining some basic background on the subject before they begin research. 
In addition, many students are unaware that there are specialized encyclopedias. Encourage 
students to walk the stacks of the reference section looking for “surprises,” to search the data 
base for “interesting” encyclopedias. You may also want them to physically walk the area, 
looking at the scope of things covered in the reference area. 

We have included one additional research tool for finding information in books, Essay and 
General Literature Index. Occasionally, students hit a brick wall when there are no books solely 
about their research topic. Essay Index will help in finding essays or chapters within books. 
It’s that one more stone to turn over when looking for an answer. 


Periodicals 


Most students are not familiar with the wide scope of periodicals. They are overwhelmed on 
learning that their library may subscribe to three or four thousand. The exercises begin by 
introducing students to the Readers’ Guide. Readers’ Guide may be obsolete in your library. In 
our campus library, the electronic data base goes back only to 1985, so students must use 
books such as Readers’ Guide for earlier materials or find CD-ROM data bases that go back 
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further. The first exercise has students looking for information about a chosen subject in the 

Readers’ Guide. They then use the electronic data base to find articles in periodicals on the 

~ same subject. You may want to design an assignment that leads them through the quirks of 
_ your library's CD-ROM system, such as the one that follows: 


Using CD-ROM Data Bases 


The following exercises are to acquaint students with the types of things they can do with 
-. CD-ROM data bases. The instructions that follow each question walk them through some of 
__, the data bases from history, languages and literature, psychology, and business used on many 
- campuses. The procedure will be similar on most data bases. Students feel more comfortable 
_ being walked through the first time, and an exercise such as this is really a matter of writing 
down each step as it is done. The following is an example of the detail one professor uses in 
an introductory assignment. 


1. Find an article on the Deerfield Massacre. 
Name the journal the article is found in. 
What was the date of the massacre? 


How many captives returned from Canada? 


From the main menu select History #3; Select American History and Life—#1; type in Deerfield 


Massacre when subject is requested: hit F-3 to display the abstract. 


. 2. How many articles does this data base have for Watergate? 


Find one that our library has. List title of article. 


Title of journal. 


_ Use the same procedure as above to find articles on Watergate. In order to find out if our 


- library has the journal, you will have to use the on-line computer and do a title search—ti or 
= tt. 


_ 3. When was American author Henry Bromell born? 


Write the title of one of his books. 


Quote one sentence from a review of one of his books. 


eer 


Does our library have any of his books? 


_ Select #4 Language and Literature from the main menu; select #3 Contemporary Authors; 
select A Authors and type: Bromell, Henry; follow directions for display; use Pg Dn to scroll 


through information. To find out if our library has any of his books, do an author search on 
the on-line computer—au. 
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4. How many articles does this data base have on Tourette Syndrome? 


Write the title of one and the journal in which it appears. 


Select #6 Psychology/Psych Lit; select most recent journal articles; type: Tourette Syndrome 
under Find; follow directions to display information; scroll through for titles. 


Newspapers 


Ask students to examine some basic newspaper sources. You may want to discuss when it is 
appropriate or even more effective to use news items in certain kinds of research. Students 
will use the same subject that they used with periodicals and seek information in the New York 
Times Index or London Times Index. If there is a big news story, the NY Times Index helps 
pinpoint when it happened, and then it is easier to find coverage in local newspapers, which 
often have less adequate index systems. The London Times gives an international slant. 
NewsBank can be by far the easiest way to gather news information because one can find 
information in one place rather than searching multiple reels of the Times. Many universities 
will have NewsBank on CD-ROM, while others will have it on microfiche. And Facts On File 
is a weekly news service that presents significant news of the day in digest form. 

At the bottom of page 214, students are asked to determine what was the most significant 
news story for the year they were born. You may want to expand this to include periodicals 
from that year, or limit it by simply having them examine the reel of the New York Times for 
the day that they were born. This exercise gives students experience in using microfilm. You 
may want to pattern your assignment like the following: 


The Birthday Sheet 


1. Go to the microtext area in your library. 
2. Secure microtext of the New York Times for the day and year of your birth. 
3. Use the Birthday Sheet that follows, to fill in the following information: 
. Volume number, date, and price at the top of the page. 
. Headline in large letters as it appears in the paper. 
. Front page story about the headline. (Write a summary or tell about this article.) 
. Editorial page news—choose one article to write about or give a summary. 
Write the name of the U.S. president and vice president on the day that you were born. 
Famous people in the news—look through the entire paper to find names in the news. 
List some. 
g. Department store prices are scattered throughout the paper. Find some and give a few 
examples. 
h. Use the newspaper index to locate the TV section. List some shows that were playing on 
that day. 
i. Use the index to locate the weather news. It is also given on the front page at the top. 
What was the weather like the day you were born? 
4. If you have difficulty in locating any of the above, talk with your instructor about 


substituting categories. 
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Name ust inl Ag Price pan bee ate 


Volume number 


The New York Times 


HEADLINES OF THE DAY 
Summary of Front Page Story U.S. President 


Vice President 


Famous People in the News Today 


Department Store Prices 


Summary of Editorial Page Top News 


TV Shows 


Weather News for Today 


The Internet 


If this is the first time during the term that your students have used the Internet, you may 
want to give some background information on it. The point of this assignment is to teach 
students to be thorough in their research. They will keep the same subject they chose for other 
types of resources and explore resources on the Internet. By using a web browser such as 
Netscape or Microsoft's Internet Explorer, they will find the task relatively simple. If the class 
is using the same browser, you can be more specific in your instructions. You may want to 
access the Internet from the classroom to demonstrate. Below is an example of the instructions 


one instructor likes to give the first time her students use Netscape to search the World Wide 
Web. 


Internet Assignment 


It's time to explore what's on the World Wide Web. Open Netscape and go to the college home 
page. Click on Netsearch. This will give you access to several search engines such as Excite, 
Yahoo, Infoseek, Lycos, Webcrawler, or Magellan. All of these engines will search by subject. 
Each searches in a slightly different way and searches a slightly different data base. Choose 
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one. It really doesn’t matter which. (Actually, one will automatically be selected.) You can 
search the entire WWW or you can narrow your search by clicking on one of the categories 
in the directory listed beneath the information about the search engine. 

Type in the name of the subject you wish to search. Then, click on search. Choose from the 
following: 


College Football Baseball Playoffs Music Sky Diving 
Presidential Candidates | Gourmet Cooking __ Diets Russia 
College Scholarships Movies Attention Deficit Disorder 


You may narrow the subject further if you wish—a specific football or baseball team, a specific 
type of music or a specific song, a specific candidate, movie, etc. 


Name of Search Engine 
Category if you chose one 
Subject 


When you type in your subject, you should get a list of possible web sites about the subject 
and a short description of each. Click on the name of the site you wish to visit. 

Visit at least three different sites and describe what you found there. List the address of the 
site so that you can return if you wish. (Address will be found in the location box at the top 
of the screen.) 


Quick References 


Several terms ago, we conducted a survey of colleagues who teach general studies courses, 
asking them what reference books in the library their students use most often. The list that 
follows contains eight of the most popular. These reference books should be in any library. We 
have given a brief explanation of what is found in the book and an example question or 
questions that students can answer by using the book. The students’ assignment is to locate 
each book in your library and after investigating the index and contents, to write a question, 
the answer to which can be found in the book. They should include the answer. You may 
choose to do this assignment in reverse: that is, you could have the students answer questions 
from each reference book. Some example questions for each reference book follow. Call 
numbers are Dewey Decimal. 


Quick Reference Project 


The following project gives students practice in finding the answers to specific questions by 
accessing commonly used reference books. Each student will be assigned one letter and should 
answer the questions designated for that letter only. There is an answer sheet provided at the 
end of the assignment for students to fill in their answers. In addition to answering the 
questions, each student should generate a question of his own from each source. A sheet for 
this is also provided at the end of the assignment. 

Note to students: If you find it impossible to find the volume you need, or really get stuck 
on a question, do an alternate letter. This exercise is to help you understand what is in each 
book and how to use it—not to have you spend your life in the library! Dewey Decimal call 


numbers are given. 
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Kane’s Famous First Facts (R 031/K13f3) records first happenings, discoveries, and inventions 
in the United States. 


a0 oh 


> gq mo 


. What year was the cash register invented? 
. Who invented the first rocking chair? 


Where was the first ice cream cone introduced? 


. Use the index of days to find your birthday (month/day). Name three famous firsts that 


occurred on that day. 


. What year were earmuffs invented? 


Who demonstrated the first stethoscope? 


. How much did the first electric toaster cost? 
. What was the title of the first fencing book? 


The World Almanac (R/317.3/W89) is probably the most comprehensive and most frequently 
used American almanac of miscellaneous information. Unlike most books with an index, the 


m0 moe ao op 


ae _ World Almanac index is at the front of the volume. It is published each year. 


. Can the words to “The Star Spangled Banner” be found in the current World Almanac? 
. What is the diameter of the planet Mercury? ; 

. Describe the flag of Belarus. 

. What is the address of AT&T? 


What is the 21st amendment to the U.S. Constitution? 
How many grams of fat are there in one ounce of cheddar cheese? 
What year was the 91st U.S. Congress in session? 


. How many types of endangered insects are there in the continental United States (only)? 


The Statesman’s Yearbook (R/305/St 2) contains information on the countries of the world 


a (large and small), including history, area and population, constitutional governments, defense, 


international relations, economy, energy and natural resources, industry and trade, commu- 


So ho ao op 


nications, justice, religion, education and welfare. It is published yearly. 


. Who is the current Prime Minister of St. Vincent and the Grenadines? 

. What is the chief summer crop in Iraq? 

. What is the official language of Malta? 

. When did the currency of Botswana change from the Rand to the Pula? 


How many cars were there in Rwanda in 1982? 
What is the national anthem of France? 


. What is the Canadian currency? 
. What are the education levels of Finland? 


The Congressional Directory (R328/Un3) contains biographical sketches of members of the 
United States Congress and the president's Cabinet, a section on the diplomatic and consular 
service, and small maps showing congressional districts. Use the most current information 


op BO oD 


eh 


_. you can find. 


. Who are the senators from Ohio? 


Who is the congressman from your district? What is your district? 
List the House Office Buildings. 


. List the Senate Office Buildings. 


Look at the seating arrangement in the Senate chamber. What seat numbers do the senators 
from your state have? 


How many members of Congress does Tennessee have in the House of Representatives? 
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g. Where did Newt Gingrich receive his BA degree? 
h. When was Bart Gordon first elected to Congress? 


The Statistical Abstract of the United States (R/317.3/Un3s) is a standard summary of statistics 
on the social, political, and economic organization of the United States. It is published 
annually. 


Note: Base your answer on the most recent information you can find. Also note, the index 
gives TABLE number not page number. Be careful to note if the table is given in thousands or 
millions. 


. How many millions of dollars were spent on network advertising of pet products? 

. How many murders were committed in the United States? 

What were the cash receipts for cantaloupes in the United States? 

How much more was made on the sales of compact discs than of cassettes? 

What percentage of households had a checking account? 

How many thousands of people participated in bowling? What age group represented the 
largest number of participants? 

g. How many schools have CD-ROM’s? What percentage does this represent? 

h. How many cases of chicken pox were reported? 


moan op 


The United States Government Manual (R/353/Un3g) is the official handbook of the federal 
government. It contains comprehensive information on the agencies of the legislative, judicial, 
and executive branches of government. 


. Explain the purpose of the Cabinet. 

What department is in charge of the Administration for Native Americans? 

What is the responsibility of the Alaska Power Administration? 

. Of what department is the Attorney General the head? 

. What is the phone number for the White House? 

Who is the director of the CIA? 

. What consumer protection services are administered by the Agricultural Marketing Serv- 
ice? 

. Who is the Secretary of Energy? 


+r Tm@mhoAo oD 


Benet’s Reader’s Encyclopedia (R/803/B43r2) contains short articles on writers, scientists, and 
philosophers of all nations and periods, as well as literary expressions and terms, and plots 
and characters of famous works. 


Who wrote the poem The Song of Hiawatha? 

. Who were the parents of Mary I (Mary Tudor)? 
What is the pen name of Charles Lamb (1775-1834)? 
. Who is Athene? 

What are lotus-eaters? 

What are agrarians? 

What was Henry IV known as? 

. Briefly, what is existentialism? 
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Bartlett’s Familiar Quotations (R/808.8/b28r) is arranged chronologically by authors with exact 
reference to the source of each quotation. The index contains an average of four to five entries 
for each quotation. 


a. Complete John James Ingalls’ “Every man is the center of a circle.” 

b. Who said, “We live and learn, but not the wiser grow”? 

c. Who said, “My country is the world and my religion is to do good”? 

d. Who said, “Extreme fear can neither fight nor fly”? 

e. Complete the following: “And neither the angels in Heaven above/ Nor the demons down 
under the sea/Can ever dissever my soul from the soul of 

f. Who said, “Speak softly and carry a big stick. . .”? 

g. Complete this quotation: “A soft answer turneth away vt 

h. List a quotation you particularly like about mothers. 


Answers to quick reference exercise, page 219 


i b. World Almanac 

a i Benet’s Reader’s Encyclopedia 

oY g United States Government Manual 

4. f Statistical Abstract of the United States 

> a. Kane's Famous First Facts 

6. Cc Facts on File 

IE e U.S. Congressional Directory 

8. d Statesman’s Yearbook 

Oa} Biography and Genealogy Master Index 
10. Ie Barlett’s Familiar Quotations 
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Principles of Studying Math 


You may want to cover studying math in the Information Processing Unit. It can be introduced 
at the end of that unit to assure students that the techniques learned for processing informa- 
tion from lectures and textbooks work for any subject, but may have to be carried one step 
further in math. You could refer students to this appendix any time they let you know they 
are having trouble in math. (You will want to see if they are actually having trouble with their 
math—or with their math study skills!) The inventory on pages 221-223 is a good check. I 
have also introduced the information found in this appendix as a practice lecture when 
students are practicing taking notes in class. 


Possible answers to exercise on page 224 


1. I will work some math problems every day, even if it’s just a practice problem, to see if I 
still understand the concepts I’ve learned. 

2. I will make flash cards of math vocabulary. 

3. I will go to my instructor and see if we can figure out where I got confused. 

4. I will always complete my homework even though the instructor doesn’t grade it. 

5. I will make sure that I study math first or at a time when I am fresh. 

6. I will not get behind in math for any reason. 

7. I will find a study partner and make sure we can explain the concepts to each other. I will 
check her homework and let her check mine. 

8. I will go to the instructor or math lab as soon as I don’t understand something. 

9. I will take notes in class. 

0. I will study the textbook before a new concept is introduced, to make it easier to 
understand when the instructor explains it. 


210 
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Index 


Abbreviations, in notetaking, 129, 189 
Academic preparation questionnaire, 
229 
Acronyms, creating, 41 
Active learning, 97 
Active listening, 193-194 
Affirmations, 79, 93, 239 
Alertness, 54-56 
Alphabetical order, 40 
Antonyms, 155 
Assisted response, 234, 260-261, 264, 
280, 283, 285, 287 
Association, 35-36, 41 
Attitude 
creating positive, 93 
listening and, 182, 186 
Auditory learners, 5-6, 7, 9-10 
learning strategies for, 11 
Automatic pilot, 107 


Balance, in time management, 57 
Base words, 153 
Benchmarks, in long-term goals, 76 
Big picture/little picture, 38-39 
Bodily-kinesthetic intelligence, 16-17 
Body, of essays, 296 
Body language, 187 
Brackets, in notetaking, 129 
Brain dominance, 183 

dominance inventory, 184-185 
Breathing by threes technique, 92 
Bullets, 126 


Calendars 
daily planners, 66-67 
term-long, 67 
Categorization, 40 
Cause/effect pattern, 114, 115 
Chapter outlines, 137 
Checkmark technique, 95, 96 
Children, schedules and, 67-68 
Chronological order, 40, 113, 115 
time lines and, 217-220 
Chunking, 96, 164 
Circadian rhythms, 54-56 
Closed questions, 282, 285 
Commuter students, 68 
Comparison charts, 214-217 
Comparison pattern, 113, 115 
Comprehension strategies, 110-115 
Concentration, 37, 87-102, 272-273 
definition of, 89 
distractors and, 94-97 
mental stage for, 91-94 
physical stage for, 89-91 
self-profile, 88 


Context clues, 155 

Contrast pattern, 113, 115 

Coping strategies, 138 

Cornell notetaking system, 40, 161-178 
assessment form for, 174 
combining with SO4R, 173 
for lectures, 187-200 
notebook paper for, 163 
preparing for, 163 
recall column, 165-166, 169 
recite step, 168-169 
record step, 163-165 
reduce step, 165-167 
reflect step, 169-170 
review step, 170-171 
when to use, 172-173 


Daily planners, 66-67 
Deep breathing technique, 92 
Deep muscle relaxation technique, 93 
Definition pattern, 113-114, 115 
Definitions 
circling, 127-128 
clues to, 127-128, 254 
comprehension and, 111 
context clues for, 155 
finding, 152 
three parts of, 148 
writing, 284-285 
Delayed response, 233-234, 260, 264, 
279-280, 283, 285, 287 
Details, 165, 191 
mapping, 205-206 
supporting, 126 
Dictionaries, 145 
Direction words, 286, 292-293 
Distance learning, 68 
Distractors, 94-97, 186 
in multiple-choice questions, 256 
reducing external, 95 
reducing internal, 96-97 
Distributed practice, 40, 59 


Educated guessing, 234, 261 
strategies for, 264-271 

Effort, 37 

Elaborative rehearsal, 27, 289 
rearranging information in, 40 

Emotional E words, 93 

Emotions, 186 

Encoding, 26 

End-of-chapter information, 106 — 

Essay tests, 289-299 
preparing for, 289-291 ' 
strategies for answering, 294-299 

Evaluation of goals, 79 


Examples 

in notetaking, 191 

pattern, 114, 115 
Expressive vocabulary, 145-146 
External distractors, 95 
External locus of control, 241-242 
Extrinsic rewards, 77 


Failure, fear of, 239-240 
Family time, 59 
Feedback, 39, 216 
loop, 27-28 
recitation for, 168-169 
Five-day study plans, 81-82, 225 
Five-paragraph essay format, 296 
Fixed activities, 58 
Flash cards, 218, 279 
definition, 148 
general category, 147 
reflecting with, 150 
studying from, 149-150 
vocabulary, 146-149 
Flex time, 59 
Focused listening, 185-187, 194-195 
Forgetting, theories of, 134, 167 


Gardner, Howard, 15-19 

Global learner, 183 

Glossaries, 146 

Goals 
definition of, 75 
evaluating, 79 
immediate, 76 
long-term, 75-76 
motivation, procrastination and, 75 
reaching, 78-80 
scheduling time for, 59 
self-profile for, 74 
setting, 73-86 
short-term, 76 
for studying, 80-82 
time management, 57 
types of, 75 
visualizing, 79 
writing, 76-78 

Grammar clues, 260 

Graphs, 40 


Headings, 105, 164 
Health, good habits for, 57 
Help, in reaching goals, 79 
Hierarchies, 208-224 
creating, 209-210 
definition of, 208 
studying from, 213 
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Hierarchy of needs, 131, 171-172 
Highlighting, 125-127, 165, 195. See 
also Marking text 


Ideas, stringing together, 132-133, 136 
Imaginal coding, 26 
Immediate goals, 76 
Immediate response, 233, 260, 264, 
279, 283 
Implied main ideas, 112 
Imprinting, 28 
In-between modifiers, 253, 265-266 
Increase-decrease method, 53-54 
Independent classes, 68 
Information processing, 23-50 
memory principles and, 34-45 
model, 25-34 
self-profile, 24 
Intelligence, 17 
Intelligence, theory of multiple, 15-19 
Interest, 37-38 
Internal locus of control, 241-242 
Interpersonal intelligence, 17 
Intrapersonal intelligence, 17 
Intrinsic rewards, 77 
Introductory material, 105, 164 


Key words, 126, 190, 282 

Kinds of managers, 211-212 

Kinesthetic learners, 5-6, 7, 9-10 
learning strategies for, 11 


Learning modalities. See Learning 
styles 
Learning strategies, 10-14 
Learning styles, 1-22 
auditory, 5-6, 7 
common characteristics of, 7 
inventory for, 3-4 
kinesthetic, 5-6, 7 
and learning strategies, 10-14 
listening and, 183 
preferences, 5-6 
self-profile, 2 
visual, 5-6, 7 
Lectures, notetaking for, 179-200 
Leisure, 59 
Levels of information, 186, 209-210 
in mappings, 204-206 
Levels of response, 233-234, 260-261, 
264-271 
Library projects, 309-310 
Linear learner, 183 
Linguistic coding, 26 
Listening skills, 181-187, 193-194 
Locus of control, 241-242 
Logical/mathematical intelligence, 16 
Long-term goals, 75-76 
Long-term memory (LTM), 28-29 


Main ideas, 112, 204-205. See also 
Topic sentences 


Mappings. See Visual mappings 
Marathon studying, 40, 59 
Marginal notes, 105, 130 
Marking text, 125-131 
brackets and abbreviations in, 129 
highlighting, 125-127 
with marginal notes, 105, 130 
numbering, 128-129 
supporting details, 126 
terminology, 127-128 
topic sentences, 125 
Maslow, Abraham, 131, 171 
Massed practice, 59 
Massed studying, 40 
Memory 
feedback loop in, 27-28 
information processing model, 
25-34 
long-term, 28-29 
output, 29 
principles inventory, 31-34 
principles of, 34-45, 213 
rehearsal path in, 26-27 
rote, 26-27 
searches, 35, 233-234, 251, 280 
sensory input and, 25 
short-term, 25-26 
Mental stage technique, 91-94, 96 
Mental storage box technique, 96 
Modifiers, 253, 265-266 
Motivation, 75, 79 
Motor coding, 26 
Multiple intelligences, 15-19 
bodily-kinesthetic, 16-17 
interpersonal, 17 
intrapersonal, 17 
logical/mathematical, 16 
musical, 16 
naturalist, 17 
verbal/linguistic, 15 
visual/spatial, 16 
Multisensory learning strategies, 6, 
10-13 
Musical intelligence, 16 


Naturalist intelligence, 17 
Negatives, 252-253 
No-need technique, 95 
Nonverbal clues, 187, 192 
Notetaking, 107-108 
Cornell system for, 161-178, 187-188 
in lectures, 179-200 
numbering in, 128-129 
organization in, 190-192 
preparing for, 163 
problems in, 192-196 
rate of thinking and, 193-194 
rates of speech/writing and, 188 
self-profile, 162 
sidetracks and, 194 
using multiple forms of, 172-173 
visual systems for, 201-222 
Numbers, in notetaking, 128-129, 
191 


100-percent modifiers, 253, 265 

Ongoing review, 40, 170-171, 208, 219 
comparison charts and, 217 

Open-ended questions, 283, 285 

Options, in multiple-choice questions, 

256 

Ordinal numbers, 128-129, 191 

Organizational patterns, 113-115 

Organizational skills, 39-40 

Outlines, chapter, 137 

Output, memory, 29 


Paired associations, 259 
Paraphrasing, 133. See also Recitation 
in listening, 187 
in notetaking, 189 
Patterns 
organizational, 113-115 
in time management, 57 
Pauk, Walter, 163 
Perfect place technique, 93 
Performance goals, 75 
Physical coding, 26 
Physical stage technique, 95 
Pie of life, 53-54 
Place holder words, 128 
Portfolio assessment, 308 
Positive self-talk, 93 
Prefixes, 153 
Principles of memory. See Memory 
principles 
Procrastination, 75 
Proofreading, 297 
Punctuation, as definition clue, 128 


Questions. See also Tests 
closed, 282-283 
open-ended, 282-283 
in SQ4R reading, 106-107 


Rate of 
speech, 188 
thinking, 193 
writing, 188 
Reading, 103-122 
comprehension strategies, 110-115 
out loud, 111 
rereading, 132 
self-profile, 104 
SQ4R system, 105-110 
Read-record-recite cycle, 108 
Recall column, 165-166, 169 
Receptive vocabulary, 145 
Recitation, 37 
in Cornell system, 168-169 
in SQ4R system, 108 
in studying, 133 
Red-bow technique, 95 
Reflecting, 208 
comparison charts and, 216-217 
in Cornell system, 169-170 
with flash cards, 150 


INDEX 


Rehearsal path, 26-27, 40, 289 
Relationships clues, 254, 266 
Relaxation blanket technique, 92 
Relaxation techniques, 92-93, 97 
Retrieval cues, 35 
Retrieval path, long-term memory, 
28-29 
Reviewing 
in Cornell system, 170-171 
immediate, 170 
ongoing, 40, 170-171, 208, 217, 
219 
in SQ4R system, 108-109 
for tests, 228 
Rewards, 77 
Rituals, study, 94 
Root words, 153 
Rotating work schedules, 67 
Rote memory, 26-27 
Routines, study, 94 


SAVE CRIB FOTO mnemonic, 34—45 
Say-no technique, 95 
Schedules. See also Time 
management 
study, 58-59 
weekly, 56-65 
Schemas, 28, 38 
Seeing success, 93, 241 
Selectivity, 35 
Self-fulfilling prophecy, 241 
Self-talk, positive, 93 
Semantic coding, 26 
Sensory input, 25 
Sensory stimuli, 25 
Short-term goals, 76 
Short-term memory (STM), 25-26 
Sidetracks, 194 
Sleeping patterns, 67 
Smart Start tips, 231-232 
Social time, 59 
Soothing mask technique, 92 
Spelling, 194 
SQ4R system, 105-110 
chapter surveys in, 105-106 
combining with Cornell notetaking, 
173 
questioning in, 106-107 
reading carefully in, 107 
recitation in, 108 
recording information in, 107-108 
review in, 108-109 
Stems, multiple-choice question, 256, 
257 
Stress, 91-93, 272-273 
test anxiety and, 235-243 
Stringing ideas together, 132-133, 
136 
Study-block goals, 80-81, 94 
Study blocks. See Studying; Study 
time 
Studying 
adjusting strategies for, 235 
from comparison charts, 216-217 


distractions and, 90 

distributed, 40, 59 

five-day plan for, 81-82, 225 

from flash cards, 149-150 

furniture for, 90 

goal setting for, 80-82 

from hierarchies, 213 

from highlighting/marking, 

132-135 

ideal area for, 89-91 

lighting for, 90 

marathon, 40, 59 

mental preparation for, 91-94 

mindset for, 94 

noise and, 89-90 

supplies for, 90 

from time lines, 218-219 

from visual mappings, 207-208 
Study time 

fixed, 58-59 

flex time, 59 

goals for, 80-81 

scheduling, 58-59 
Subheadings, 105 
Substitute words, 111 
Suffixes, 153 
Summaries, 170, 218 

in essays, 297 

as feedback, 39 

writing, 136-137 
Summary notes, 225-226 
Summary sheets, 290 
Supporting details, 126 
Surveying, 105-106 
Synonyms, 155, 280, 283-284 
Systematic desensitization, 242~—243 


Take-charge technique, 95 
Target dates, 77 
Task-oriented goals, 75 
Telecourses, 68 
Terminology, 106, 143-160, 190-191. 
See also Definitions; Vocabulary 
circling, 127-128 
definition of, 146 
flash cards for, 146-149 
self-profile, 144 
Term-long calendars, 67 
Term-project goals, 82 
Test anxiety, 235-243 
indicator, 235-236 
reducing, 241-243 
sources of, 237-240 
symptoms of, 237 
Tests, 223-248 
academic preparation questionnaire, 
229 
computerized, 271-273 
definition question, 284-285 
directions in, 232, 259, 272, 286, 292, 
294 
educated guessing for, 264-271 
essay, 227, 228, 289-300 
fill-in-the-blank, 279-282 


323 


learning from, 234-236 
levels of response and, 233-234 
listing question, 282-284 
matching, 251, 259-264 
multiple-choice, 251, 256-259 
objective, 227, 249-276 
open-book, 291 
predicting questions on, 227—228 
preparation for, 225-231, 243 
recall, 227, 279-288 
short-answer, 285-288 
Smart Start tips for, 231-232 
strategies self-profile, 224 
take-home, 291 
test anxiety indicator, 235-236 
time management in, 233 
true-false, 251, 252-256 
writing own questions as feedback, 
39 
Textbooks, 123-142 
adding brackets and abbreviations 
in, 129 
adding marginal notes in, 130 
adding numbers in, 128-129 
chapter surveys of, 105-106 
circling terminology in, 127-128 
Cornell notetaking system for, 
161-178 
glossaries, 146 
highlighting, 125-127 
reading, 103-122 
self-profile on using, 124 
studying from, 132-135 
writing summaries of, 136-137 
Theory of multiple intelligences, 
15-19 
Thesaurus, 145 
Thesis sentences, 294 
3:1 ratio, 68 
Time lines, 217-220 
in five-day study plan, 81 
Time management, 51-72 
circadian rhythms and, 54-56 
creating weekly schedule for, 58-65 
daily planners for, 66-67 
goals in, 57 
increase-decrease method for, 
53-54 
for independent classes, 68 
scheduling study times in, 58-59 
seeking solutions in, 67-68 
self-profile, 52 
for term projects, 82 
for tests, 233 
tips for, 66-68 
Time on task, 40 
To-do lists, 67, 96 
Topics, mapping, 204 
Topic sentences 
finding, 112, 125 
highlighting, 125 
Trading time, 66 
Transition paragraphs, 126 
Tunnel vision technique, 96 
2:1 ratio, 40, 58-59, 68 
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Umbrella sentences. See Topic sentences 
Underlining. See Marking text 
Underpreparedness, 238 


Verbal clues, 191-192 
Verbal/linguistic intelligence, 15 
Visual aids, 105 
Visual coding, 26 
Visual graphics, 40 
Visualization, 36-37 

for comprehension, 111 

creating positive mental attitude 

with, 93 


of goals, 79 
in listening, 186 
Visual learners, 5-6, 7, 
9-10 
learning strategies for, 10 
Visual mappings, 203-208 
chapter, 45-46, 137 
creating, 203-207 
as feedback, 39 
hierarchies, 208-224 
studying from, 207-208 
Visual-spatial intelligence, 16 
Visual study tools, 40 


Vocabulary. See also Definitions; 


Terminology 
building, 152-155 
kinds of, 145-156 
self-profile, 144 
study sheets, 151-152 


Warm-ups, study, 94 
Wild-shot guesses, 267, 268 
Word clues, 128, 152, 260 
Word structure, 153-154 
Work schedules, rotating, 67 


Quick Reference List 


CHAPTER 1 

Three Modalities 

(Learning Styles): 
1. Visual 


2. 
a 


Auditory 
Kinesthetic 


Howard Gardner’s 
Multiple Intelligences: 


ONAN RWN 


Linguistic 

Musical 

Logical mathematical 
Visual-spatial 
Bodily-kinesthetic 
Interpersonal 
Intrapersonal 
Naturalistic 


CHAPTER 2 
Information Processing Model: 


e 


eo Aah lh 


Sensory input 
Short-term memory 
Rehearsal path 
Feedback loop 
Long-term memory 
Retrieval path 
Output 


Twelve Principles of Memory 
(SAVE CRIB FOTO): 


. Selectivity 
. Association 
. Visualization 


Effort 
Concentration 
Recitation 


. Interest 

. Big and little pictures 
. Feedback 

. Organization 

. Time on task 

. Ongoing review 


CHAPTER 3 
Create a Weekly Schedule: 


Ae) a ead ee 


Fixed activities 

Fixed study blocks (2:1 ratio) 
Flex blocks 
Goals/responsibilities 
Leisure/social/family 


CHAPTER 4 
Goal-Setting Steps: 


iP 
2. 
oF 
4. 


Specific 
Target date 
Steps 
Rewards 


CHAPTER 5 

Relaxation Techniques: 
Soothing mask 
Relaxation blanket 
Breathing by threes 
Deep breathing 

Perfect place 

Deep muscle relaxation 


OY ON ee ae 


CHAPTER 6 
SQ4R: 

1. Survey 
Question 
Read 
. Record 
. Recite 
6. Review 


UR WN 


Comprehension Strategies: 
1. Read out loud 
2. See movies in your mind 
3. Substitute words 
4. Find topic sentence 
5. Identify organizational 
pattern 


Organizational Patterns: 
1. Chronological 

2. Comparision/contrast 
3. Definition 

4. Examples 

5. Cause/effect 


CHAPTER 7 

Marking Techniques: 

. Highlight topic sentence 
. Highlight key words 
Circle terminology 
Number steps/lists 

Add brackets 

Add marginal notes 


OUR WN 


Maslow’s Hierarchy: 
1. Physical needs 
2. Safety needs 
3. Social needs 
4. Esteem needs 
5. Self-realization needs 


Forgetting Theories: 

1. Decay 
. Displacement 
Interference 
Incomplete encoding 
Retrieval failure 


URW 


CHAPTER 8 

Kinds of Vocabulary: 
1. Receptive 
2. Expressive 


Strategies: 
1. Punctuation clues 
2. Word clues 
3. Word structure clues 
4. Context clues 


CHAPTERS 9 & 10 
5 R’s of Cornell: 
Record 

Reduce 

Recite 

Reflect 

Review 


CHAPTER 11 
Visual Study Tools: 
1. Visual Mappings 
2. Hierarchies 

3. Category charts 
4. Time lines 


CHAPTER 12 
Four Stages of Answering 
Questions: 
1. Immediate response 
2. Delayed response 
3. Assisted response 
4. Educated guessing 


Sources of Test Anxiety: 
1. Underpreparedness 
2. Past experiences 
3. Fear of failure 
4. Poor test-taking skills 


CHAPTER 13 
Objective Test Clues: 
1. Negatives 
2. 100% Modifiers 
3. In-Between Modifiers 
4. Definition clues 
5. Relationship clues 


CHAPTER 14 

Essay Skills: 
Direction words 
Thesis statement 
Essay plan 

Body 

Summary 
Proofread/revise 
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